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: | SURE LIKE 

: TO WORK AT My 
NEW GF DESK 

7 


NERTAINLY she likes to work 


at her new GF desk and so does 


every office employee who is for- 


tunate enough to have one. GF metal 


desks in their lustrous gray finish 


and anodized aluminum trim in- 


crease employee morale, improve 


efficiency, make a favorable impres- 


sion on your customers and last in- 


definitely. You might) be surprised 


to learn how litth GF desks cost in 


relation to the good they can do for 


you. They are truly a worthwhile 


dollars and “sense” investment as 


thousands of large and small com- 
panies have proven for themselves. 
Get the facts. Write for the folder 
—"GF 1600 Line Desks” and the 
name of our nearest branch or dealer. 
The General Fireproofing Company. 


Dept. M-26, Youngstown 1, Ohio, 


GENERAL 
FIREPROOFING 


GF: 


sh 


Foremost in Metal Business Furni 
DEALERS THROUGHOUT THE WORLD 


@GFCo 1960 
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Check these GF features and 
you'll see why the 1600 Line for 
years has been the world’s largest 
selling desk : 


1. Typewriter housed in 
either pedestal, as you prefer. 
Pedestal door swings out and 
typewriter bed is simply pulled 
forward, Elevator mechanism 
raises it automatically to working 
positon, 


2. Planned for office pro- 
duction as scientifically as a 
modern turret lathe is designed 
for factory production, Ample con- 
venient space to work with and 
house the tools of the office worker. 


3. Resilient Velvoleum top 
provides ideal writing surface — 
satin-smooth, quiet, durable, stain- 
proof, moisture-proof. 


4.Decorative aluminum 

volding around top protects V el- 
voleum from damage in shipping 
and moving, from cigarette burns, 
from gouges by chairs and clean- 
ers’ equipment, 


5. Interchangeable drawers 
permit quick rearrangement of 
any and all drawers to suit user's 
needs. 


6.Four-leg construction 
provides greater freedom for user's 
feet and chair movement, makes 
cleaning easier, permits closer 


spacing of desks without crowding. 


7.Rugged metal construc- 
tion throughout . . . no splinters 
or rough edges . . . no warping, 
shrinking or swelling . . . mois- 
ture-resistant, fire-resistant. 


8. Handsome in appearance 
—all edges and corners rounded 
—warm gray finish relieved by 
trim of sparkling aluminum. 

9. Low in lifetime cost —com- 
pares favorably in initial cost 
with any other desk —repair, main- 
tenance and refinishing expense 
negligible. 


This typewriter desk, No. 1660 FCR, 
and others in the complete GF line 
are stocked by GF dealers and branches 
in all market centers. Ask for a demon- 
stration and trial in your own office. 
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St. Louis, Mo. “1 get my work 
out twice as fast with my IBM 
Electric. Better carbons and 
nicer results, too.” 


Seattle, Wash. “1 can type on 
my IBM Electric for hours 
without getting tired.” 


* Excerpts from 
unsolicited letters. 


February, 1951 


Letters of Credit’ é | P 


Xaate® 


Ith Cleatiie Typewriters | ~~ 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
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Jacksonville, Fla. ““My speed 
has picked up at least 40 words 
a minute now that I have an 
IBM Electric Typewriter.” 


grr 


> New Brunswick, N. J. ‘My 
secretary turns out letters 
I’m proud to sign, proud to 
have represent me and my 
company. She types so much 
faster, too, that now she 
can relieve me of much of 
my regular routine work.”’ 


. 
Nvaatee®® 


IBM, Dept. MG-1 
590 Madison Ave., New York 22, N. Y. 


I'd like to see a demonstration of 
an IBM Electric Typewriter. 


CT Please send descriptive folder 


( please print) 


Address 
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“Y and E” Style-Master Associate desk in Neutra-tone gray is illustrated. 


“This man is going places...” 


~ 

\\ “Jim Burnett had 
spoken to me 
_several times 
about the serv- 
ice he and his 
company could give me. I dropped in 
on him today to see what sort of an 
operation he had. I was impressed. It 
is not a large company, but the offices 
radiate quiet efficiency. They are nice 
looking offices too. I couldn't help but 

think ‘this man is going places’.” 
Jim Burnett's offices are helping him 


to go places. They are helping because 
they say to prospects, “This company is 
successful—they will handle your busi- 
ness well.” 

Your office can help you to greater 
success—if you plan it with care. "Y 
and E” office equipment is designed 
and made to fit an office that expresses 
success. It is efficient to use, pleasant 
to look at. 

There is a “Y and E” representative 
in your community ... Call him for help 
in planning an effective office. 


Also Makers of Quality Filing Systems and Supplies 


Write for Steel Desk 
Catalog No. 3806 


1045 JAY STREET - ROCHESTER 3,N. Y., U. S. A. 
OFFICE MANAGEMENT AND EQUIPMENT 
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About Our Cover 
\ WALNUT DESK with 


leather top and a swivel chair in green 
leather, used by General Dwight D. 
Eisenhower he took ofhce 
president of Columbia University in 


green 


since as 
1948. have been shipped to Paris for 
his use in his new headquarters there. 
The desk and chair which served the 


General in directing the activities of 


a vreat university now become the 
focal point tor the direction of the 
military mnght of a world united 
against COMMUISI. 

General Eisenhower likes to work 


at this desk 


fondness for 


he 


the chair, 


and has a particular 


a gift to him 


from the class of 1g88. Columbia Col 
lege, as indicated by a metal plate 
set. into the chan The desk and 
chair were custom-built by Frank 
Scerbo tor Mia Fowler, New York 

In an editorial headed “Feet Un 
der a Desk” the New York Herald 
Pribune said 

When General Eisenhower | sits 
Nwerseas In a ella wmbered chair. 
t vm to full is own and this 
nations determined fai that here 
mdoin dl Oy » mays in old 

i chai Cll uinncle 
i desk on upon un acned and 
threatening mo man 
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LETTERS TO THE EDITOR 


MONTHLY STATEMENT and time 
EDITOR, con 
Office Management and Equipment 
Why is the purpose of the monthly 
statement defeated betore it leaves at 
cthies Because the past due charges 
all buried in total “balance carried BUSINESS SCHOOL 
ward”, and the statement is there 
fore impractical for its major purpose SPEAKS 
spotting mdividual »ast due items EDITOR 
My experience proves that practically Office Management and Equipment 
99% of the current imvoices have 1 We are a regular subscriber to y 
included in a check which has passe mangazine, “Office Management 
your statement im the mails, or is im Equipment,” and ive read with 
the process of immediate voucherin.. vreat deal of interest vour recent 
Let's stop sending monthly state torial, “Nobody to Take 
ments! Send a letter tracing 60-to 90 We own and operate 
day delinquents and save office costs schools in 


and 


The Marchant man to the rescue with the only 
calculator with Push-Button* Multiplication — 
available on both the Figuremaster and the 
low-cost Figurematic. Since more than half of 
all calculator work is multiplication, the 
young lady is happy indeed to get a 
Marchant the calculator that 

multiplies easiest and fastest because 

it saves one step in every multiplication 
problem. The Marchant man in 

your phone book will prove this on 

your own work. Call him today. 


NEW AUTOMATIC LINE-UP * PUSH-BUTTON MULTIPLICATION 
SPEEDS DIVISION. Touch of Touch of a key in this row enters 
new Division Control automatically multiplier digit POSITIVELY 
lines-up dividend and divisor as riage shifts AUTOMATICALLY 
division begins answer oppeors SIMULTANEOUSLY 


cor- 


os 


Mail this Coupon with your business letterhead to get our free HH 

GUIDE TO MODERN FIGURING METHODS oO PRSTIG S'S FORE 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] 

WARCHANT CALCULATING MACHINE COMPANY 


CAKLAND 6, CALIFORNIA el 
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youn women 


ou vhich will 
attention of young people 
need tor stenographers 

Would you be villing to ¢ 


permission to quote a part or 


a 
this editorial im letters or bulletins 
which we may mail to prospective 
students? 
I believe if this article, quoted ver 
itim with the picture, could be run 
in all of the large newspapers, it would 
p the government as well as pri 
industry immeasurably. Is there 
way that a plea could be made to 


e newspapers | 


t} "y your magazine, 
would you know whom to contact 
ask that they carry on such a pro 
gram? The shortage of stenographers 
can retard the war effort a great deal, 
and anything that will bring to the 
attention otf young people the need 
should be recognized by newspapers 
who are anxious to help in every way 
they can 

Darcene H. Hever, 

Vanager, 
Rockford School of Business 


kford, Jil 


BOOKS AND PAMPHLETS 


Accounting Systems: Procedures 
and Methods, by Cecil Gillespie, 
C.P.A., is a book that shows how to 
install new and revise present account 

« systems to be certain they are op 

as cheaply and as efficiently 
possible 

Strictly functional in approach, Mr. 
Gillespie's book gives exhaustive treat 
ment of standardized records like 
rder and billing; accounts receivable; 
l distribution and analysis; pur 

and payment and operation 

illustrated throughout the 
ially designed 

rms for all ty] 

adopted 


der 


making a 

how to use 

to determine 

your paper work ts being done 
1s possible how stand 
orms ¥ cut costs and 

and how to 

system to in 

best ad 


yn plans for summariz 
ing, author Gillespie tells and shows 
by means charts how the reader 
can quickly select plans for journal- 
ization and posting whether to 
select and design pen and ink journals 
or use ready printed forms . .. how 
to design forms for management con- 
trols for sales and cash collecting; pur 
chasing and order; payment; employ 
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So they COST more... 


Here are 2 ways you can help them PRODUCE more 


Be your own “efficiency expert” with this handy 
WORK SIMPLIFICATION KIT. 


There's not much you can do about rising clerical 
salaries. But you are still to the good if each of 
your workers produces more —and there's a great 
deal you can do about that. 

One sure way to save steps, cut out waste motion 
and increase productive effort in any office is to use 
the Work Simplification Kit shown below. The Kit 
includes a plastic ice Planning Template, also 
500 Process Analysis Work Sheets, and instruction 
manuals for both. The cost? It’s nominal — hardly 
more than a good pencil sharpener. Mail the cou 


pon today for literature. 


~~ ane 
“enn 
a, 


Call on Remington Rand's experience through 
the Business Services Department. 


Greater productivity, substantial reductions in office 
overhead are attained almost daily by firms in all 
ficlds who consult our Business Services Depart- 
ment. This department studies your record-keeping 
methods, makes detailed recommendations for basic 
improvements, supplies trained personnel, if you 
need them, for installing new systems. The Business 
Services Department directs 6 distinct divisions: 
Analysis; Installation; Management Engineering; 
Photo Records Contract, Commodity Classification, 
and Punched-Card Record Services. For full infor- 
mation, mail the coupon today. 


----5 

' 
y/? - , #2. f ! 
Management Controls Division, Room 1685 


315 Fourth Ave., New York 10, N. Y. 


Yes, I would like full information on 
0 Work Simplification Kit 


C) Business Services 


Firm 
Address 


City Zone State 


be cen ono can oom oon om 


Aa 
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IT PAYS : 
FOR ITSELF && 


OFFICE 


; One girl with a Davidson will fold your monthly statements, form 
i letters, bulletins, advertising literature, etc. at a fraction of the cost 


Any office girl can operate it. It’s motor 
driven with automatic feed. Makes a wide 
variety of parallel folds. . Jhandles light 
and heavy papers from 3” x3” to 10” x 14” 

at speeds up to 20,000 per hour. And it 
will quickly pay for itself even if used but 
once a month 


Ask for our new “fact book” on folding costs 


and see how much YOU CAML SAVE 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1038-52 West Adams Street * Chicago 7, Illinois 


Dovidson Sales and Service Agencies ore located 


n principal cities 


of manual folding. She'll easily do the work of 10 to 20 girls. No over 
time. ..no upset office routine. ..no delayed mailings. In hundreds of 
business offices the Davidson has rendered years of trouble-free service. 


esi | 


Me 


wr. G : 
Ree ne at eee 


FOLDING MACHINE 


This is the same mo 


chine as shown above 
but without the base, 
for use on desk or table. 


| 


ment and payroll; production, and in 
ventory and cost 

\ special section of the book gives 
full details about protection provided 


| by the internal check and accounting 
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control, showing controls and devices 
and methods that are designed to 
give maximum protection. All check 
and control procedures are fully illus 
trated for comparison, showing, in ad- 
dition, dispersion of responsibility for 
transactions and accounting papers tor 
internal check on payrolls. 

\mong the many interesting chap- 
ters is one on records and manuals 
The author here discusses how sys 
tems and procedures reports are set 
up by businesses through actual cases 
showing how they were developed in 
other companies 

For those interested in punched 
ecard accounting, the volume provides 
a complete picture of these systems 


now in use The reader s_ able, 
through use of this chapter, to stand- 
ardize his system of this type of ac 


counting for other applications like 
sales analysis, accounts payable, pay 
roll, production costs, and materials 
inventory 

Published by Prentice-Hall, Inc. 70 
Fittl Ave. New York, Accounting 


Systems Procedures and Methods 


which have since 


Three volumes 
their first appearance become impor 
tent contributions to the accounting 
tield, have recently been published in 
second and third editions by John 
Wiley & Sons, Inc., 440 Fourth Ave 
New York 

The Fundamentals of Accounting, 
by Harry H. Wade, now in its third 
edition, is a well balanced presenta 
tion stressing the significance and lim 
itations of financial statements, and 
the basic accounting procedures and 
oncepts. In this new volume, the au 
thor has, besides adding much new 
material, simplified and altered a great 
deal of the material that he retained 
Che 367-page book is priced at $4.75 

Specialized Accounting Systems In 
cluding Construction and Installation, 
is the title of a book now in its sec 
ond edition, and also published by 
Wiley & Sons, priced at $6 

As written by H. Heaton Baily, this 
volume presents an exposition of the 
procedures and transactions that aré 
peculiar to the business under consid- 
eration, Changes in the laws and busi 
ness procedures, an additional chapter 
on system construction and installa 
tion, improved presentation of — the 
subject matter, and an increase in the 
number of problems are features ot 
this new edition 

\ third volume from the Wiley 
press, Fundamentals of Governmental 
Accounting (second edition), is writ 
ten by Lloyd Morey and Robert P. 
Hackett. Priced at $5.50, it contains 
318 pages which explain the principles 

i governmental accounting and show 
how they are applied in actual pra 


tice—with special emphasis on the tea 
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(90% of all fountain pen troubles* 
are due to air-thickened ink ...99% 
say FOUNTAIN PEN AUTHORITIES 


* Exclusive of breakage 


Try New 100,000-Word 
Pernst Bottle at Our Expense 


HERE Is A NEW DESK INK CON. 
TAINER that remarkably improves 
fountain pen performance. 
This new container—Sanford’s 
* 


Penit Bottle—is the size bottle that 


fits in the desk and holds just the 

amount of ink you need and can keep ‘ 
fresh. It maintains fountain pens at = 

peak performance because it always 2 
provides fresh ink—not ink that may : 


clog up or even ruin your pen be- 
cause it has been dangerously thick- 


ened from frequent exposure to air : This amazing offer made solely to 
You equip your office force with induce you to try the bottle that 


these handy bottles holding *s of an | 


ounce of fresh ink. Then refill those holds ALL THE INK OFFICE | 


bottles with the large size Penit bottle 


that holds one Fifth and is designed WORKERS CAN KEEP 


with smaller diameter so office girls 
can easily handle and pour from it. 

Throw away old. air-thickened ink 
today. Write us on your letterhead 
and we'll immediately ship you three 
Penit Bottles absolutely FREE. Your 
executives will want to try Penit, so 


we recommend that you pass these 
bettles along to them. When writing. 


be sure to specify color preference. 


Office Managers! Purchasing Agents! 


Write on your business letterhead to- 
day and receive 3 desk-size bottles of 


enit Fountain Pen Ink FREE! 


Comes in 90 


Tests show that only 2 out of 6 leading 


brands of blue-black ink are permanent when 
exposed to time, light or moisture. 


Be sure to specify S. ’ 
a 


BLUE-BLACK ripe - oo 
when you want a PERMANENT ink Blue Block © Brow 


Specify color preference. 
@ SANFORD INK COMPANY, Bellwood, Illinois © New York: 500 Fifth Avenue 
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Who? Me7... 


—and anyone who wastes that 

much paper and loses that 
much time getting the first good copy from 
their offset duplicating machine, certainly 
ean afford three minutes to learn about 
Cotrrio master plates. 


Courno plates are fast! They give good 
copies trom the first impression—and no in- 
termediate processing is necessary before you 
ay That's paper, time and money saved, 

ust switching to Cormrno plates makes an 
almost unbelievable improvement in) your 
offset duplicating. 

The preparation of Cotrrno plates calls 
for no special skill or training. Anyone can 
do it... just type, draw, or write. And an 
error doesn’t mean a wasted plate. Not with 
Courrio! Erasures and deletions ean be made, 
or additional copy inserted at any time 


Please send me samp 


Make of Duplicator _—__ 


Plate Size 


CoutrHo plates more than repay their 
low, low cost. They’re rugged— give many 
more impressions—and withstand a lot of 
handling—even folding. Mail them like 
a letter and they will still turn out 
beautiful copies. File your Comune 
plates after printing. They ll be good 

for tuture re-runs when vou need them. 


Coutrno plates have many applications 
beyond routine duplicating. Thousands of 
businesses have found short cuts to economy 
as and efficiency by incorporating 
ANS Courio plates in systems forms to 

am » Fo 
¢ $ simplify and speedup paper work. 
© Why not write for sample plates? 


COLL MBIA RIBBON & CARBON MEG. CO. Tne. 
Main Office & Factory 

170-2 Herb Hill Road, Glen Cove, LoL. New York 

New York Sales and Export: 58-64 West th Street 

Branch Offices and Distr 


Consult) your lo« 


ibuters im principal cities 


Telephone Classifed Directory 


{oe} 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator 


es of COLITHO MASTERS 
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tures which distinguish it trom = ac- 


counting for private business 


Who Owns Big Business? is thie 
title of an 1ll-page pamphlet that busi- 
ness organizations may tind interest- 
ing to their employees 
Written by Jay Sheldon and pub- 
lished by the Intormation Research 
Bureau, Inc., Woodward Bldg., Wash- 
ington 5, D. C., this booklet “de 
bunks” some erroneous ideas that have 
implanted in the thoughts 

\mericans—that big 
is “owned” by a small group of “eco 
nomic royalists who live in 
world far removed from the 
rest of us.” 


been 
miany business 
some 
mythical 


his pamphlet, which might well be 
read by all Americans, points out with 
facts and figures that the true owners 
business are the millions of 
stockholders not only in our 
big corporate enterprises, but in the 
growing ones which may be the big 
enterprises of the future 

A copy of Who Owns Big Business 
obtained by sending a 3-cent 
stamp to defray return postage. 


of big 


small 


may be 


How Standard Costs Are Being 
Used Currently, is the title of a 94- 
paper bound volume published 
by and available from the National 
\ssociation of Cost Accountants, 505 
lark Ave., New York. It is priced at 
$1 to NACA members, and $2 to non 
members 

In recognition of the 
standard have 
important tool of management after 
thirty years of development, the Asso- 
ciation has reviewed and brought to 
gether in this volume the text of its 
research study in the field 

Originally published in the 
bulletin as a 


pare, 


place that 
achieved as an 


costs 


NACA 
series of five separate 
reports, the complete study covers the 
use of standard costs for purposes of 
cost control, costing, pric 
ing, and budgeting 

As a basis for study, 72 companies 


inventory 


employing standard costs were visited 
staff 
Each company's procedures were re 


by the Association's research 
corded and the underlying reasons for 


the practice followed were discussed 


\ 48-page booklet Collection Guide, 
containing a complete digest coverage 
collection rules written in 
concise language, has been writ- 
by Sol Hirschhorn, 


Angeles, 


on basic 
clear, 
ten and published 
9042 West 24th St., Los 
priced at $1 

Mr. Hirschhorn, 
fermer general supervisor of a nation 


attorney, and 


al organization in the installment field, 
includes these subjects in hi 
of standard collection letters; 

form information requirements 

ram helpful for the purpose ot 


outside collectors; pointers on 
dunning by 


booklet 


telephone 


h, and example s of classi 
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Added 


The Business of A UJ D 0) 6 R A P H dictation 


Capacity 


increases the ability of 
personnel ... including 
you...to get things done! 


Recording and dictating 
are E-A-S-I-E-R 


The Gray AUDOGRAPH: the ideal combination recording 
and dictating machine that records on thin, lightweight, 
long-lasting plastic discs, each holding up to one hour's 
dictation or other types of recording. These dises can 
be resurfaced for reuse up to 50 times and more. You 
don't have to throw them away after one recording. 
AvpocrarH is made by The Gray Manufacturing Com- 


pany, Hartford, Conn. (established 1891 
the Telephone Pay Station). 


originators of 


At a time when there is no time to lose, AUDOGRAPH saves time. ups 
office output to 306% and more without increasing your personnel. 

In addition to streamlining your handling of correspondence. 
memoranda, business communications of all kinds... Atpocrarnu 
will record important telephone calls... will record vital conferences, 
contract details. specifications, prices, commitments . . . conveniently 
and without additional effort or personnel! 

With business and government committed to a new tempo . . . with 
pressure to produce of paramount concern... take this important step. 
now — mail the coupon and meet your local manpower crisis before it 
has an opportunity to catch you off guard! 


AUDOGRAPH <ales and service in 180 principal cities of 


the U.S. See your Classified Telephone Directory 
“Dietating Machines.” Canada: Northern Electric Com 
pany, Ltd., sole authorized agents for the 

Oversea Westrex Corporation (export affiliate 
Western Electric Company) in 35 foreign countries. 


Dominion 


U fOGR ; p H mt. 
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shop mistakes 
in reading prints! 


The all-new Mickoromic 
eliminates the drawing 
pencil hazard of off-grade 
leads—that make some 
tracing areas fainter— 
weaker in reproduction, 
Eberhard Faber makes the 
sensational demonstration 
offer of 3 pencils to test 
against 3 you're now using. 
Mail the coupon below! 
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New Dusk Gray finish is dis- 
tinctly different...lessens eye 
fatigue! Chosen unanimously 
by prominent draftsmen! 


Bull’s-Eye Markings...degree 
numbers are always in sight 
and easier-to-read. Never any 
uncertainty when you reach 
for a MICROTOMIC. 


<> MICR OTO.MIC Vaw Drxe 


Hi-Density graphite keeps trac- 
ings smudge-free...on the 
board and in the file! No 
smears...no soiled tracings! 


MICROTO. 


by 
EBERHARD FABER 


| 


whe —— — 
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BOOKS AND BOOKLETS 


The latest booklet in the office man 
agement series published by the Amer 
ican Management Association, 330 
West 42nd St. New York, is titled 
Developments in Office Personnel Ad- 
ministration, No. 127. 

Phe material presented in the 5 
page book represents papers which 
were presented at the Office Manage 
ment Conference of the AMA, held in 
New York in 1950. These papers were 
selected for this volume with a view 


to presenting material of lasting retet 
ence value and general interest 
Contents melude \ Supervisory 
Training Program That Works; Fm 
plovee Communications Phe White 


Collar Worker in the American bcon 
nv: Defense Production and the Na 


tional bconom and Economic Mo 
bilization Challenges Office Manage 
ment 

The publication is priced at SI 
AMA members; $1.25 to nor 
her 


CATALOGS AND BROCHURES 


Remington Rand, Inc., 315 Fourth 
Ave. New York, announces the avail 
ability of three new brochures 

Phe first, designated bulletin TM 
738, deals with a new way to produce 
financial statements automatically with 


Rem-Rand’s punched-card accounting 
machines. Profusely illustrated, it 1s 
a step-by-step story of how the com 


‘ 
pany’s systems provide management 


data, enabling accounting executives 
to spend Ri, oof their time on state 
ment analysis, ard only 206 on prep 
aration 


The second pamphlet offered bears 
the title, Figure-Fact Atomic Age A¢ 
ounting. This folder provides detailed 
information on securing figure facts on 
payroll, cost, produc tion, sales reports, 
inventory, or invoices. Besides pictur 
ing and describing each piece of equip 
ment, the folder contains a chart 
showing the versatility. of each ma- 
chine in relation to the usual record 
keeping operations 

Rem-Rand’s third publication is a 
28-page catalog titled Suiap, which 
describes the Simplified Unit Invoice 
Accounting Plan through the use of 
the company’s Kolect-A-Matic equip 
ment, 


Phe Kolect \ - Matic procedures 
claim these specific advantages: hand 
ling of charges and credits ts) from 
4) to O° taster accounting 
are eliminated: ledger record is du 
plicate of invoice to customer: led 
contams open items ony credit) au 
thorization ts tast nd accurate 
lect 

! i ! i 
i i\ ‘ i 


your 
bottleneck? 


KELLOGG 


Today's faster business pace 
makes one fact clear. In many 
plants and offices the regular 
exterior telephone system is not 
enough! It may actually be a 
bottleneck! Kellogg SELECT-O- 
PHONE breaks that bottleneck! 


e@ INCREASE PRODUCTION 
@ IMPROVE EFFICIENCY 
@ REDUCE COSTS 


Automatic, requiring no opera- 
tor and independent of your 
switchboard, SELECT-O-PHONE 
is the modern means of trans- 
mitting orders, of exchanging 
ideas with individual execu- 
tives or groups inside your 
business! 


GET THE FACTS 


Many of the greatest names in 
commerce and industry are al- 
ready using SELECT-O-PHONE! 
For complete information, send 
coupon today to: 


Select O-Phone 


THE /5/2€ VOICE OF BUSINESS 


SELECT-O-PHONE DIVISION, Dept. 17-8 
Kellogg Switchboard and Supply Company 
6650 $. Cicero Ave., Chicago 38, Ill. 


Please rush dota explaining how | can save hours and 
dollars with SELECT-O. PHONE 


NAME 
COMPANY 
city 


ZONE STATE 
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' Same operator, same hours- 
roduction... 


~ but 


Yet the cost of owning a National 
Accounting Machine is only a fraction 
of what it saves! ‘ 

Frequently the saving returns the en- 
tire cost of the machine the first vear, 
then runs on vear after vear as handsome 
profit 

This new National “31° has an ex- 
clusive combination of cost-cutting fea- 
tures. On some jobs it does two-thirds 
of the work automatically. It produces 
several records simultaneously. It handles 
a wide variety of accounting jobs. and 


THE NATIONAL CASH REGISTER COMPANY 
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can be switched from one job to another 
in seconds. 

The operators are pleased, too, be- 
cause they accomplish so much more 
with less effort. —and have the satisfaction 
of producing better and neater account- 
ing records, with absolute accuracy 

What savings (and other benefits) can 
you obtain with a National? The local 
National representative—a trained sys- 
tems analyst —will gladly show you, with- 
out cost or obligation. Why not phone 
him today? 
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Get this FREE 
20-page booklet 
from vour local 
representative, 
or write to the 

Company at 


Dayton 9, Ohio 


Walional 


ACCOUNTING MACHINES 
CASH REGISTERS * ADDING MACHINES 
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a NEW 
machine 
to simplify 


It's ideal for 
needs no inks, stencils, trays, plumb 
ing, exhausts or special room lighting 


Uses BW Diazo process, long employed by in- 
dustry, to make exact low-cost positive copies. 


desk side” copying . 


First machine specifically designed to use this quick, 


» In seconds, the BW Copyflex gives 
you an exact, smudgeproof copy of 


anything typed, written or drawn. 


D> It’s far cheaper and faster than 
ordinary methods for obtaining 1 to 
100 copies. Copies 812” x 11” in size 


average less than 2¢ for a// costs. 


Locate it anywhere in your office— 


it requires no installation. You, your- 


secretary, or anyone else can operate 


it easily, without special training. 


Copying is so simple! If your 
letter, record, or document to be 
copied is on ordinary translucent 
paper, you simply insert it into the 


machine with BW Copyflex paper. 


Dept. Q-21 
| 

| Name 
Company 

| Street 

| City 


clean, easy process anywhere in your office. 


Within seconds you receive a crisp, 
errorproof, smudgeproof copy — flat, 
dry, and ready for immediate use. The 
100th copy is as sharp as the first. 

If your original material is marked 
on both sides, or is on opaque paper, 
the machine quickly makes a copy on 
BW reflex film—which is then used 
to make as many regular copies as 
you want. 

BW Copyflex is the fastest, most 
economical way to make | to 100 
copies of reports, records, orders, in- 
voices—on letterhead, printed form or 
graph paper. It reduces paper work a 
hundred ways, saves time and cuts 
costs. See how BW Copyflex can help 


you ... send the coupon today. 


Specialists in copying since 1897. 


) ~ ~~~" CHARLES BRUNING COMPANY, INC. -—————7 
100 Reade Street 


New York 13, N. Y. 


Please send me information on the new BW Copyflex 


| 

| 

; | 
Title | 
| 

| 

| 

| 


Zone Stete 
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® 


his catalog, 


No. KD544, and the 
others described here, are available 
without charge from the company 


lirect 


American Lithofold Corp., 500 /hitt 


ner St., St. Louis, Mo., manufacturers 


of business forms, announces the avail 
ability of a new, illustrated brochure 
which outlines their “4-Step” analysis 


service for business organizations of 
any size or field (see illustration) 
Upon request from any firm, an 
American Lithofold representative will 
inspect and discuss the company’s 
current business form applications and 
requirements. From this interview, a 
complete analysis of either a= single 
form or an entire program will be 
made. After a comprehensive produc 
tion plan has been completed, the full 


American Lithofold Brochure 


analysis with recommendations for 
time and work saving procedures is 
presented by the representative. There 
is no obligation for this planned form 
and analysis service 

The company 
types of 


manufactures three 
planned business forms: 
ithostrip, in which simple, line hole 
punching provides for roller action 
coordination that affords positive con 
trol and alignment; Lithoset forms for 
use where operations do not warrant 
continues forms; and Lithofold which 
is designed for fanfold machines and 
vhere mass, single-purpose forms 
such as bills of lading are required 

bor a copy of the planned business 
forms brochure, write the company at 
the address given above . 


Film Research Associates. 135 West 
52nd St.. New York, have prepared 
a descriptive catalog of motion pic 


tures and slide films covering nearly 
every aspect of office procedure In 
addition to furnishing details on 148 
films from 37 indicated sources, this 

ilm Guide for Improving Office 


ontains a preface on audio- 
visual methods by Dr. Louis S. Good- 
man, executive director of the research 
rganization. 

Among the Ims described in the 


J8-pave catalo ire Bookkeeping and 
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a 1 You've finished those 
— et bulletins already 


il 
? 


YES, MR. BARR. ~\ 
1 ONLY NEED TO “S 
CUT ONE STENCIL © 
FOR AS MANY AS 
5000 COPIES ON 
HAMMERMILL 
MIMEO-BOND 


That’s right! On Hammermill Mimeo-Bond you get as many as 5000 copies | } 
from a single stencil—and every one of them clear, clean, sharp, easy to read. 
On this specially processed mimeo paper you turn out bulletins, reports, price 
lists—any kind of mimeographed mailings —that invite reading and create sales. 
And Hammermill Mimeo-Bond comes in white and seven distinctive colors, 
enabling you to put your message on a “signal system” color readily 
identified as your own. 
Test Hammermill Mimeo-Bond. Send the coupon for 100-sheet 
test packet. With it we'll include the Hammermill idea-book, 


“Better Stencil Copies.” { 
rr, You can obtain business print- 
fraawMERYy |S) ing on Hammermill papers e 
\ GulLD wherever you see this shield 100-SHEET TRIAL 
\ suevrens en a print-shop window. Let 
N it be your assurance of quality PACKET OF HAMMERMILL 
printing. MIMEO-BOND. 


FH AMME RMI ie L | Hammermill Paper Company 


— 


1471 East Lake Road, Erie, Pennsylvania 


ft M I M E O -BO N D Please send me — FREE — the 100-sheet packet of Hammermill 


Mimeo-Bond and a copy of “Better Stencil Copies.” 


Name 


| Positi 
LOOK FOR THE WATERMARK ... iT IS | 


(Please attach to, or write on, your business letterhead) OM-FEB 
HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 


Recent saeinieneienreniciinenivenmanis 
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The measurement of any magazine is the depth and intensity of its readership . . . 
of the belief, respect and affection its readers have for it. And that depends upon the 
variety and authority of its editorial pages and their application to the particular needs 
of the readers for whom the magazine is edited. 


These are a Few of the Many Editorial Features of Recent Issues 
Directed to the Problems That Confront Office Executives. 


Singing Those Dictation Blues Orienting Employees to New Offices 
Training Employees for Careers 


Lighting for the Office Lounge 
by Ernest de la Ossa 


New Idea for Office Floor Space Economy 
Training Recruits for Office Work 
by Madeline S, Strony 


Crowell-Collier Office Features 
by Kimball Darby 

“Office of the Year” Award 

English for Report Writer 
by George Kerr 


Remodeling Program for Union Central 


Chicago Seminar on Office Problems 


7“ : ‘ by Eleanor Wood 
ee a Office Efficiency Can be Taught 
by Robert A, Steffes 


What to Do With Government Notices 


Tools of the Office, Studie. 
Setting Standards on Office Work 
by Paul B. Malligan 


New Offices for Philip Morris 
Summarizing NOMA’s Conference 


by Kimball Darbs 


Office Training Plan at Mutual Life 
Handling the “Coffee Hour” 


Training for Productivity 


Otlice Music for “We, the People” by James W. Quigg 
by Grace Buckles 


Mail Room Efficiency 


Functional Furniture 


National Show to Accent Idea- 


authoritative. 
a part 
99 100 


OFFICE MAN AGEMENT AND Bgl IPMENT is edited solely purchasing 
for top office management executives. It deals. editorially. with It is 
the problems that confront them daily. of 
This magazine is tailored to the needs of the busy office executive. 
Its editorial pages are devoted to information and case histories 
concerning efficient office operation . 
furniture. machines 


Brief. terse to the point Alway- 
tailored to the needs of the manufacturer who. as 
his selling program, wants to reach this almost 99 
percent concentrated audience of 10.000 prime pro-peets for his 
products. lt is tailored to his needs because he can use it consis: 
relative to modernization, tenth: with dominant space at only the fraction of the 


general media. 


co-t of more 


and equipment . to systems, personnel and 


MANERPACTURERS OF OFFICER PQUIPMENT AND SUPPLIES 
In diseussing vour adverti-ing plans with your agency. a-k them 
about OFFICE MANAGEMENT AND EQUIPMENT. If. for any 
reasen they are not familiar with this magazine and its audience. 
ask us to send someone from our office to give them the complete 
-tory. 


NT 
OFFICE MANAGEMENT 


Personnel and Purchasing 
~ WEW YORK 10, HY. 
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as seen in FORTUNE... 


a ee et ee es ee eee | 


If you can “tell time” by your chair... 
its high time you try a DO/MORE! 


Check t “ ( Do vou get restless, chair-wear thout the me time every alternoon’ Phen if ts high time vou 


do More! Here's real comfort right up ‘til quitting time. For Do | More is the chair that's fitted 


to vou personally, May we send vou full parti lars on the Do) More lO-dav trial offer? 
; 
FREE BOOKLET EE TEAC ROE EAE ETD 4 
ah? S i £ CHAIR COMPANY INC. DEP ELKHART INDIANA ' 
I Ay» 7 fF 1 
prey Pay} ‘ 
4. . ' 
ating is a ge investment aw ' 
' 
f he en NAME : 
' 
othce staff, Ask vour > ADDRESS ‘ 
secretary to mail a ey | CITY, STATE ' 
; , 
” 4 Nod ’ : 
COUPER SER) EE Ss ., wa acewrsaeesessneneoenbooseneosenue 4 
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. . . . 1 » Accounting, Business Machines, Filing 
Most Convincing Adding Machine Offer Ever! 009 esses 
“4 Pe ter Business Letters, Secretarial Eti- 


quette, Taking Dictation and Tran- 

ribing, Policy as a Working 1 
Tricks of the Trade, Telephone Ci 
tesy, and Simplifying Work in the 


(ott e. 

Che guide, designated bulletin No 
14, is distributed without charge to 
FRA members. Non-members may 
purchase it for $1.50 by writing to the 


company 


| Pattern for Survival is the title of 


oli 

; 

ay ola 
vivid 20-minute 16mm sound motion 

= 


picture which dramatically shows what 
would happen if an atomic bomb fell 
in an American community 

le by Marsak 


picture, produced 
Films, 220 West 42nd St., New York, 


features Wilham L. Laurence, noted 
scientific editor of the New York 
» | Times. 


ih Filmed with the cooperation 
of the Army and Navy and the 
WE ARE SO Sure the Clary can do your income tax figuring faster and cheaper \merican Red Cross, Pattern for Sur 
that we make this offer to users of 25 or more adding machines: If one of vival shows what people can do to 
your operators can't do your work faster on a free-trial Clary than on her ae the ver wes nf a a: wig 
od . P . a . ° } attack, What they must do at the mo 
present adding machine, we will pay her salary during the week's trial period! iki if dived. oni what they ehsela 
- THIS DARING OFFER 1S MADE to show you that the all-electric Clary, world’s | do after it. 
2 , ‘ ‘ ; Lf Following a simple animated ex 
fastest adding machine, is engineered on an entirely new principle that planation of suclear fission, the film 
gives it an operator's speed up to 48% faster than other makes. For you, | goes on to depict how to safely protect 
7 this means more work output, lower office overhead. Prove it for yourself! people in their homes and_ offices 
You or your own Methods Department will be the judge. Mail the coupon or in the street : 
} now or call the Clary representative listed in phone book yellow pages. Many * flices are said bye be beget 
' . ’ ing the film for use in their war emer- 
‘ F ~ @ oe gency training programs For com- 
a } panies which desire to make it avail- 
” | | able as a public service to the people 
° of their community, Marsak Films can 
s add a trailer crediting the company 
The color film sells at $200 and the . 
| black and white at $125, with quantity 
| discounts. Films can also be rented, 
it $15 fer the color film and $10 for 
the black and white. On rentals, a 
| projector and operator can be provided 
- } at extra cost 
WORLD'S FASTEST acing machine, the ONE TOUCH on handspan keyboard 
Clary is completely new in design from enters an entire item, eliminates 4 to 5 TRAINING FILM ON 
the desk up. All control bars are motor- motions on every figure printed. Exclu- FILING 
ized. Easy super-speed rotary printing sive thumbadd bar across bottom makes The release of a new training film, 
3 spins out ISS items a minute. Rotary this practical. Keyboard is laid out like Filing Procedures in Business, has 
action gives machine longer life. ledger page. | been announced by Elmer G. Rahe, 


vice-president and director of sales 
for he Globe-Wernicke Co., Cincin 


ati. The film, which has an interest- 
ne introduction by A. C. Howard, 
does your work faster president and general manager of the 
company, is an educational presenta- 


Manufacturer of Adding Machines and Bookkeeping Cash Registers | tion featuring the company’s Safe 


g system. 


itiiaadtinnineainieedartnidmannenivaninnematmnennig GuNee 


H In the film, a 20-minute, 16mm 
| cary anger Cotperios oe || sound picture in color, a narrator 
| San Gabriel, California | speaks for the audience to the fling 
| LG ae ee ee Firm | | supervisor who shows how a central 
| idvantage of your revolution Sis | | filing system, set up by the Safeguard 
| ary new comparison test plan | | plan, actually operates in a large com- 
| Please se ud me FREE booklet, City | | pany 

| Kilda People and Equip P | Specific aspects of filing procedure 
| mn | | shown include the establishment and 
ce cc cs ce ce ce ce ce ce ce ce ce a a ce a ee ee ee ee ee ee! | Operation Of them, over-all organiza 
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SYSTEM 


with 


Colorlul Plastie Tabs 


a: 
P 
o 
2 
. 
7 
ie 
PLEASING TO 
c THE TOUCH 
» 
| FLEXIBLE 
DURABLE 
2 
- THE ORIGINATED BYZ/SMEAD'S CRAFTSMEN... 
* MANUFACTURING CO. 1INc. 


309-311 2nd ST. © HASTINGS, MINN. 


NO. 11-12-50 
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Smead’s TELL-I-VISION Filing Index 


REG. U.S. PAT. OFF 


SMEAD’S TELL-I-VISION FILING INDEX is equally 
adaptable to small, medium or large installa- 
tions. The basic principle is sound. It reads like 
a book—from left to right. 


You first locate the notation or subdivision of the 
alphabet, on the guide, nearest the name you 
wish to find. You then tip the guide forward, 
making a working space, in which to find the 
desired individual folder. If the individual folder 
with the name desired cannot be found you follow 
through to the green miscellaneous folder, which 
is at the end of the individual folders and pre- 
ceding the next guide. The miscellaneous folders 
hold the papers of the occasional correspondent. 
If the desired correspondence is not there you 
know this is a new correspondent and the material 
should be filed in the miscellaneous folder up to 
such time as it contains 6 or 8 papers, at which 
time it will warrant an individual name folder. 
Approximately 80% of your reference will be 
made to the individual folders. Should any one 
individual folder contain more than 40 papers 
you should prepare another individual folder, 
dividing that correspondence into monthly or 
quarterly periods. 


The same number found on the guide, behind 
which they will be filed, should be placed on all 
individual name folders. The purpose of this 
number is to save time in refiling by matching 
numbers. It simplifies reference because all odd 
numbers are on blue tabs and all even numbers 
are on orange tabs. 


You Look Alphabetically and Put Back Numerically 


The double purpose of the miscellaneous folder 
is to become the guide in the transfer cabinet 
when correspondence is moved at transfer time. 


The last step in centralizing the filing system is by 
using the OUT GUIDE. This OUT GUIDE replaces 
a folder which has been removed from the filing 
cabinet. A 3” x 5” REQUISITION card is signed 
and inserted in the OUT GUIDE pocket. This tells 
who has the correspondence. Should the same 
folder be desired by some other party, while it 
is still out of the file, a small WANTED card is 
placed in the pocket of the OUT GUIDE. This will 
designate to whom this folder should next go. 
When the folder is finally returned to the file the 
REQUISITION card and the OUT GUIDE are re- 
moved. The REQUISITION cards are then filed 
in the card cabinet, indicating that the corre- 
spondence has been returned to the file. 


No Lost Files...No Lost Time...No Arguments.. 
No Confusion 


We recommend that our heavy, 20 point Smead- 
fibre folders, with green celluloid angled tabs in 
the center position, be used for the miscellaneous 
folders. These are the de luxe folders which 
better withstand hard, constant use. At the 
end of the year, when the files are transferred, 
they are moved ahead of the individual folders 
and serve as the index to the transferred ma- 
terial. The guides remain in the file and a new 
set of miscellaneous folders are placed in the file 
for the coming year. New individual folders are 
then prepared for those names which you know 
will continue to be active. When material ex- 
pands to such a point that a larger break-down 
of an index is required, you merely add the 
necessary number of guides and miscellaneous 
folders, remove the old inserts and insert the 
new and larger set of sub-divisions in both the 
guides and miscellaneous folders. IT GROWS 
AS NEEDED. 


SMEAD MANUFACTURING COMPANY, INC. 


HASTINGS, MINNESOTA 
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tion of materials in each drawer, and 
the proper organization of letters and 
papers within each folder 
Globe-Wernicke recommends _ the 
film’s use be professional groups, 
business organizations, 
and 


lore 
sales organiza 
tions, business teachers and 
classes 


Prints of the 
all G/W 


available to 


loan 


film are 


dealers on a basis 


“LD. CAMERA FOR SECURITY 


Multiple identity photos in less than 


sixty seconds providing wartime iden- 
tification for personnel in plants, offic 
es, and military installations are now 
possible 

The new “I.D.” camera developed 
jointly by Fairchild Camera & In 
strument Corp., Jamaica, N. Y., and 
the Polaroid Corp. which makes this 


process possible, was demonstrated for 


the first time at the annual meeting 
of the American Society of Photo 
yrammery, held recently at Wash- 
ington’s Shoreham Hotel 


“This camera was developed to en 


able identification pictures to be mad 
for immediate use and thus provide 
a material security never before pos 


7 


Fairchild-Polaroid Camera 


sible. The F 


airchild-Polaroid camera 

1s portable and can easily be set up 
in any part of a plant for rapid proc 
essing of all employees in the given 
section. Up to four pictures of the 
same person can be made in just forty 
seconds. The cost is lower than any 
other method used, and even the boss’ 
secretary can operate it, it is so fool- 
proot,” the company says 

“Identification badges could be made 
with this camera for all visitors to 
plants requiring high security. One 
photo for the visitor's badge and an 
ther for the company’s files make 
this program feasible for any com- 
pany, and will make for greater pro 
tection against espionage than was 
possible during World War IT.’ 
February. 1951 


ACCOUNTS 


RECEIVABLE 


phew 


70 O0AT 


In minutes ...in an ordinary safe 


or metal cabinet . . . though no 
flame touches them . . . a fire can 
destroy your vital business papers 
and put you out of business! 


The dest protection, the only sure 
protection, is the proved protec- 
tion of a Mosler ‘‘A’’ Label Safe! 
All Mosler ‘‘A’’ Label Safes are 
certified by the independent 
Underwriters’ Laboratories, Inc., 
to withstand — 

1. severe fire for 4 hours at tem- 

peratures reaching 2000 F. 

impact due to falling 30 feet after 

heating, followed by reheating. 

3. explosion from flash heating. 

Mosier and only Mosier gives 

you the added advantages of these 

exclusive features— 

1. Thermostatically Controlled, 
Insulated Valve Door automat- 
ically seals interior against heat 
penetration. 


2. 


ot T lake 


Reecuitelle. 


2. Scientifically Developed Mono- 
lithic Insulation of great bal- 
anced structural strength. 

3. Efficient Adjustable Interior 
Filing Units, tailored to your 
individual requirements. 

Examine your present safe. If it 

does not carry the Underwriters 

Laboratories, Inc. label, it cannot 

be trusted and your business is in 

danger! 


Look for this Underwriters’ 
Laboratories Label 


THE MOSLER SAFE CO. 
FacToRs manny "O 
cia tous ROVR 


The Best in Fire Protection! 


Get complete information on the 
Mosler “‘A”’ label safe today. To- 
morrow may be too late! 


Mail the coupon now! 


Je Mosler Safe ¢....... 


Dealers throughout the country - Factories: Hamilton, Ohio 


[—-——— FILL OUT AND MAIL TODAY! -———~ 


— oe awe eee ee 


Largest Builders of Safes and Vaults in the World | THE MOSLER SAFE CO., Dept. M 
: 320 Fifth Ave., New York 1, N. Y. 
I Please send me 
1 The free booklet. * ‘What You Should Know 
I About Safes.” 
1 ‘The name of my nearest Mosler Dealer. 
; Name 
| Firm 
Bui silders of the U.S. Gold Storage Vaults at Fort 
Knox, Ky., and also the Bank Vaults that with- 1 Address 
stood the Atomic Bomb at Hiroshima and pre Zone State 
served their contents. O. cdecnenanenenuinanenabdneds a: anahantdhaneamanaball 
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; LA ™ 
for security... Discuss WAGES 


Management and labor views on 
wage stabilization will be presented 
at the American Management Asso 

A PAS” SYSTEM cmition’s three-day personnel confer 
ence, to be held February 26th-28th 
——s t 


at Chicago's Palmer House 
Discussion will be in the form of a 
panel discussion on the afternoon « 
the first day. Speakers will be Arthu 
Goldberg, veneral ce . Congress 
Industrial Organizations; J. Wa 
Keener vice-president the B I 
Goodri Co.; Dr. George W. Taylo 
te School of Finance & Con 

of Pennsyl 


tions, | 
\ S. Pitzel lal 
Susiness Week magazine 
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Uarco VISITOR’S PASS Register Forms meet both requirements for 
close plant security: first, they keep a rigid check on visitors at all times; 


second, they're easy to fill out—on a turntable register that’s convenient 
tor guard and visitor alike. 

A typical form has three parts: one for the visitor, one for the gate’s 
permanent files, one locked in the register for checking. All three are 
written as one. All are differently colored. All carry the same serial 
number. They usually provide for recording the following information: 


. Date Uarco VISITOR'S PASS forms will be 
. Visitor's name, connection, and identifica- printed to meet any special requirements 
tion —still retaining the safe, easy register 
operation. Call your Uarco Representa- 


. Citizenshi 
P tive no obligation, of course 


. Whom to see and for what pur 
“ é — Factories: Deep River, Connecticut; Chicago, \lars ‘ 
. Articles carried Illinois: Cleveland, Ohio; Oakland, . president 
. Time in, time out Calitornia. Sales Representatives in all ° oe 
Signatures: visitor, guard, person seen principal cities 
Car or truck license number 


javentneinianinmiaanial 


NYU ANNOUNCES WORKSHOP 


Beginning this month, the Manage- 
ment Institute of New rk Univer 
sity’s Division of Get 1 Kducatior 
Washington Square, New York, will 
inaugurate a Workshop in Organiz 
tion Planning and Ai 


Room 1620, 141 W. Jackson Blwd. 
Chicago 4, Illinois ° 
— “s Business Forms 


Please send samples of Uarco VISITOR'S PASS Register Forms 


Name Under the chairman 


\. Finley, manavet 


research, Metropolitan 
1 
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lecturers, the workshop will be offered 
to executives engaged in organization 
planning and analysis 

The workshop will commence Feb 
ruary 5th, and will comprise fifteen 
two-hour weekly seminars 

Some of the typical problems to be 
explored during the course are: How 
cana company vitalize its organization 
planning and analysis? What approach 
and basic purpose will cause operat 


my executives to walt to wet this 
work done and keep it current? What 
will make executives want to expend 
the time and effort involved 

Why is initiative stilled and why are 
politics, doubts, and suspicions ram 
pant in some companies and not in 
thers How can organization plat 
ning and analysis rectify these condi 
tions en they exist and bring har 
1 into the organization 

orga iti planni inl i 

\\V ire the Is and te ques 

rincip ind t 
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« tele ' 1) 
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GENERAL FOODS 
CONTEMPLATES MOVE 
TO NEW YORK SUBURBS 


General Foods Corp. 1s contemplat 
i jor part of its ge 
‘ es it of Ne York Cit 
thi thie t tew vears Clare ‘ 
Francis, « in ¢ the board, a 
1 need recently f ompany will 
‘ 1 uc to m some CX tive 
es in the city, however, the ait 
man pointed out 
As a result of the company's rap 
growth im recent vears, it has out 
grown its present o e€ spice a 
facilities, according to Mr lrancis 
Phe company has options on property 
in White Plains, N. \ some twenty 
tive miles from its Manhattan offices 


t 230 Park Ave 


Mr. Francis says that a ma ‘ 


ment committee, appointed to study 
the relocation of the general oftice~ 
recommended the White Plains sit 
in May of last vear. The committee 
report cited that city’s fine schools, 
churches, shopping and other service 
facilities, and emphasized the out 
standing communication and trans 
portation services offered by — the 


Westchester county seat 
General Foods’ offices at jrese 


house some 1300 general admuinistr 


tion and service department personnel, 
and the organization has plants and 
ottices In more than 100 communities 
in this country, as well as in Canada 


Why feel these copies? 


Why? To prove that they are 
mimeographed on hard-finish 
paper! And this is only one of 
the bonus features of MOD- 
ERN mimeographing which 
is still unmatched for over-all 
economy. Others include 
duplicating in 4 or more 
colors at one time... and 
mimeographing on almost 
every kind of paper and card 
stock. Speed? Yes! Up to 180 
copies a minute. 


Such extra versatility above 


and beyond routine mimeo- 
graphing now makes this 
process more useful than ever. 
For a free portfolio of MOD- 
ER'N mimeographing samples 
and full facts, send the coupon 


... write now! Learn how to 
save with MODERN mimeo- 
graphing and A. B. Dick 
products—for use with all 
makes of suitable stencil 
duplicating products. 


> A:B:DICK 


&- ‘ THE FIRST NAME IN MIMEOGRAPHING 


~ 
| 
| 
| 
| 
| 
| 
| 
! 
| 
| 
| 
| 
| 
| 
I 
| 
| 


A. B. DICK COMPANY, Dept. OM-251 
5700 W. Touhy Ave., Chicago 31, Ill. 


With no obligation to me, please send free portfolio of samples and full facts 


about MODERN mimeographing. 


ee a ee 


ORGANIZATION a 


z ADDRESS Ss —_— 
England, Ireland, the Philippines, and 
South Africa ———— a — ZON!I STATE 
“Design of the new administration 
headquarters would blend with the 
gently rolling and wooded site,” says ci. 
February. 1951 OFFICE MANAGEMENT AND EQUIPMENT 23 
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NO TYPE USED 
IN THIS AD! 


\LOOK, Boss! 


| 


| 
ma? S THE ANSWER: 


. to high typesetting costs! 


You-or anyone in your office- 
can set type for an ad like this 
in a few minutes with easy-to- 
use FOTOTYPE. Just slide 
die-cut cardboard letters into 
self-aligning composing stick, 
ready to be mounted on layout. 
Saves time and money on any 
offset. planographing or photo 
engraving job. Wide selection 
of distinctive type faces. 


Write for free catalog. 


1420 ROSCOE ST CHICAGO 13 


PENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 

Write today for your FREE COPY of 
Sheppard Employes Manual—one of the best. 
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Mr.Francis. Plans would call tor ex 
tensive landscaping to provide a park- 
like setting. There would be ample 
space on the property off-the 
street parking, he added, emphasizing 
that no processing or manutacturing 

ould be done at the 

“It is our desire,” adds Mr 
“to consult both with the 
ities and with the 

rea, inviting 
veloping the 
dential atm 

It was stated that if 


for 


site 
Francis, 
city author 
residents, of the 
their cooperation in de 
tract to preserve the 


np] 
msphere ot 


resi 
this section.” 
ind when Gen 
eral Foods makes this move, it would 
“like to employee go 
along.” 

Following 


have every 

closely 
the 
publishers of 


yn this 
that 


innounce- 
lime, Inc., 
and Life maga 
purchased a 25-acre tract 
ot residential property in the northern 
end of Rye ri Westchester 
County, N. ¥ t to rezoning for 
business 


ment came news 
Dime 


zines, has 


»wnship, 
subjec 
use 
\ccording to Roy Larsen, president 

the organization, a long range ex 
pansion plan includes the 
on this property of a large plant to 
accommodate some 1500 Time, Inc 
editorial and office employees 


G. E. DIVIDEND CHECKS 
NUMBER HIGH 
If the letters mailed recently by the 
General Electric Co., Schenectady 
N.Y... 0 > piled on top o. ear h « 
world make 


construction 


they a paper pillar 


than the 
the New York 

The mailing consisted of nearly a 
quarter of a million checks—the com- 
pany’s 215th dividend to stockholders. 
The total of $17,100,000 represented a 
payment of sixty cents a share to 
249,073 stockholders of record of De 
cember 15th 


WRITE IT DOWN 

MORE GENERAL USE might be 
made of the short, penciled, dated 
memorandum that costs but a minute 
of time but is an effective control; as 
an example, this note across the bot- 
tom of a letter in the tickler tle 
‘5-27-50 W. M., F. A. and I 

ined the sample 

Fk. A. will follow it up.” 


Impire State 


Times. 


Building, says 


exam 


above today. 


\doption of new methods 
rials is influenced largely, 
ve business, by 
cussions of 
Should — these 


ind mate 
in the aver- 
informal verbal dis- 
personal observations 
miss the record, a 
change in personnel may mean 
to the firm of much knowledge 
But when accurate, 
brief, are 


loss 
gained 
dated notes, 
made at the m« 
nd filed, they may complete the 
the subject is reviewed 
future time and prevent 
experimentation, as 
below 
“10-12-50 


too 


how 
ever ment 
tory 
when at some 
waste in re 
with ink V-52 
Using ink M-69. Dries 
Will try V-52 from 


slowly 


WHERE SPACE IS AT A PREMIUM 
AND CONFIDENCE 1S IMPORTANT 


a 


Equip your office with Wiltshire 


Modern Consultation Desks 
and you invite visitors to stay 
and discuss their business 

with you 
conference between two or 
more persons 
desk allows comfortable, 


close-in seating on three sides, 


right AT the desk. It’s 
ideal for banks, 

finance offices, wher 

ever space is ata 

premium and confi- 

dence is a major factor. See it 
at your dealer's now! 


CROWDED? Send ten cents for Imperial’s 


Office Planning Guide to help you 

redesign your office for more — 
is complete with floor p 
helpful advice 


Guide 


ian 
Eonperial 
desk company 
EVANSVILLE 7, 


o 


AND EQUIPMENT 


INDIANA 


im, cut-outs, 


Designed for private 


this versatile 


No cramped backs or 

bumped knees to strain re- 

lations when you have 
hire Modern 


tion Desks in your office. 


1951 


February, 
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MUSIC WHILE YOU WORK 


\ continuous recorded music system 
has been introduced recently by Ris- 
taucrat, Ine., 1216 East Wisconsin 
Ave., Appleton, Wis. It is reported 


that the units are designed and priced | 


to make it possible for any size fac- 


tory or office to provide its own con- | 


tinuous recorded musi 

Available in three models, all Ristau- 
crat units are equipped with a patent 
ed re-stacker which holds twelve 45 
r.p.m. phonograph records. No manual 


Ristaucrat Music System 


re-stacking is necessary All twelve 
records are played, automatically ré 
stacked, and repeated from the begin 
ning. A dial control allows any num 


ber of plays up to eighteen and the 
machine shuts off automatically, or 
the control mav be set for continuous 


music. Each unit is also equipped with 
a reject button 


These systems are installed complete 


with tubes, a high fidelity amplifier, 
distortion-free speaker, and a long 
lasting sapphire needle Additional 


units may be added to all units if de- 
sired. 110 volt AC circuits are required 
for operation of the systems. 


HOW TO PAINT A 
WHITE LINE 


An improved sled-type spreader for 
its Controlled-Flo-Traffic-Line paint 
striper, making it possible to lay down 
lines in fractional widths from two to 
eight inches, is announced by the 
Universal Marine & Mfg. Corp., 137 
Alexander St., Yonkers, N. Y. 

Because of its mobility, ease, and 
silence of operation, the machine is 
particularly adaptable to line offices 
waiting rooms, and other areas of 
congestion. 

The machine itself simplifies the 
problem of maintenance men. Gravity 
fed and requiring no power unit, it 
has no hose to blow out, no jets to 
clean, or other mechanisms which 
might complicate its operation. 

The markers are equally effective in 


lining outdoor areas. The paint! 


spreader accommodates striping or 
zone paint of any standard manufac- 
ture. Machines can be used on any 
reasonably smooth surfaces such as 
macadam, concrete, asphalt, or wood 


LAMINATING PRESS 
ANNOUNCED 


\ new, improved model of the Car- 


ver laminating press (model 150) has | 


INCREASE EFFICIENCY, THIS A.B.C. WAY 


DUAL FEED reduces billing work 60% in the case cited below. 


Let better working papers help smooth and speed all func- 
tions of your business. Attack high paperwork costs and 
waste, system by system. Apply work wes. cote “scien- 
tific method” to each element of a record system—to . . . 


A. Develop the best procedure. Standard Register FLOW 
CHARTING helps you check every step in the orig- 
ination and use of records—to reduce operations, 
make system more effective. 


B. Simplify the writing method. One case: Standard’s 
DUAL FEED on electric typewriter enables one girl 
at the Firth Carpet Company to write invoices and 
journal sheets at once—replacing two machines, two 
operators. (PS 17) 


C. Design the most efficient form. Capital Airlines’ five- 
part Kant-Slip CONTINUOUS ticket in Form Flow 
REGISTER speils $60,000 savings annually. (PS 20) 

FREE! Usable ideas. These and other Paperwork Sim plifica- 
tion cases are detailed in the magazine “PS.” Write The 
Standard Register Co., 4302 Campbell St., Dayton 1, Ohio. 


° Srandard Reaister ° 


marginally punched 


) 
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Feeding- 
aligning devices: 
THE REGISTRATOR 
PLATEN 


AUTOMATIC LINE 
FINDER 
Advances form into 
new writing position 

in one motion 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


BURSTER-IMPRINTERS 


Sign, date, number, 
trim, tear off, stock 
Kant-Slip forms 
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Best Performing 
Desk Pen 
Yet Devised 


DESK 


“Ink-Locked"’ against 
accidental spillage. In 
black, clear, green, 


gray, maroon. 


1. The world’s largest variety of point 
styles gives you the right point for the way 
you write. 


2. Fill it once—write for months. Base holds 
40 times as much ink as ordinary desk 
fountain pens. 


3. In case of damage, you can renew your point 
at your dealer's in 30 seconds. 


Get a demonstration any- 
where fountain pens are sold. 


THE ESTERBROOK PEN COMPANY 
CAMDEN, NEW JERSEY 


AMERICA'S FIRST PEN MAKER 


Copyright 1°51, The Esterbrook Pe 


AAA 
PEN SET 


MODEL 407 
DIP-LESS DESK PEN 


Extra large base holds two 
ounces of ink. Can't leak 
won't flood. Visible ink 

supply. 
. 
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been announced by Gratlex, Ine 
Rochester, N.Y This press turns 
out over 1,000 “tamper-proof” plastic 
laminated identitication cards per 8 
hour day, with or without photo- 
graphs, which meet Government se 
curity specifications. Press is fur- 
nished with all accessories including 
polished plates, blotters, and spare 
parts, and a complete operating and 
service manual, and is priced at $495 


RECORD STORAGE INLAND 
Of the many plans to provide security 
igainst bombing of America’s industry, 
me of the most practical is to remove 
valuable records from “target areas” to 
remote, inland places 

Commercial Archives, Ine f 150 
Broadway, New York, has come up with 


idea for handling this. This company 


it 


is offering live storage for business rec 
wads at such inland points 


Valuable documents may be deposited 


in such storage, to be called upon by the 

management for imspection, liti 

gation, or tax purposes, whenever neces 

sar woby a successor management (ap 

winted upon the deposit of the records) 
} 


as beneficiaries of the current manage 


preserve 


1 chronological file based on dates of re 


leposit for such items 


as comes 


Microfilm will be accepted for deposit 
ind enlargements from the reels will be 
sent i inspection is required or if bom- 
bardment requires equipping a successor 


management with a new set of records. A 


pany which has rendered its paper 
ords to microfilm copies for security 
purposes may,‘inm most instances, destroy 
ie bulk of the paper counterparts and 


use the space these take up for produc- 
tion or other use 


ADDED PROTECTION 


lo add still further protection, Com- 
mercial Archives will make a_ photo- 
duplicate of any record requested for in- 
spection and forward it unless the origi- 
nal is specifically requested, in which lat 
ter case the duplicate will be inserted in 
the file until the original is returned 
This will offer assurance against loss in 
transit or loss by bombing while the 
paper is being inspec ted. 

For certain records of the confiden- 
tial variety, provision is made for ship 
ment in locked containers, the key to be 
held by the sender and a duplicate kept 
by his beneficiary. Special seals may be 
used if desired. These records will be 
returned in their locked containers if any 
of the contents are summoned for inspec- 
thon 

Commercial Archives will also supply 
the additional feature of assisting a client 
company in the selection of those records 
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Which should be stored. Many concerns 
save records quite indescriminately, the 
organization points out, in the hope that 
they may some day be of use. Many of 
these are far from essential to company 
operations and hardly worth preserving, 
either as paper or microfilm. Their in 
clusion in containers with valuable rec- 
ords makes it more difficult: to find 


i 
sought record when this becomes neces 
sary. Thus, in reducing the bulk, Com 
mercial Archives feels it will make the 
task a little easier. 


SOCIAL SECURITY—BAFFLING? 

Most American employees are almost 
totally unfamiliar with the new Social 
Security benefits, which went into ef 


fect in January of this year, according 


to the Commodity Research Bureau, 
Inc., 82 Beaver St.. New York The 
Bureau tinds that employees generally 


do not realize that a worker may re 
tire at age 65 and that he and his wife 


in collect as much as $120 a month 
for life They are even less familiar 
th the fact that a worker may dit 
it an early age nd his family wil! 
ollect Survivor Benetits up to $150 
a month until the urviving ildre 
ear civiites vears ’ iu 
] | obvious need, the Bureau 
is published i ( mipre CTISIVE 32 
awe indb ) Social Security 
venetfits, designed for distribution bv 
t vers t ther orkers Eentith d 
+, Retell ie ‘ t< A 
) ea ve s ) 
‘ r exact e and hits 
: re entitled to co t as " 
4s and ere they iv colle 
| 1 P is prepared a shiding 
scale of quantity prices for the hand 
wok, based upo the oO opies 
lered by the emplover, wi the ay 
‘ A les approximately 
15 ts pe py 
Comp wils personnel ex 
tives © in organization vhich 
may be interested in considering dis 
tribution of the handbook to emplovees 
may send for a free sample copy and 
letailed quantity price schedule TT! 


address of the Bureau is given above 


BRANCH OFFICE ON WHEELS 

\n ingenious new method of dem 
onstrating and selling office machines 
an unusual “branch 


through use of 
} | 


office on wheels” has been developed 
by Burroughs Adding Machine Co 
Detroit 

Machines of all sizes sold by the 
company are demonstrated in the com 
fort and privacy of an attractively 
furnished, wood-panelled sales room 
parked right at the customer's door 
Even the largest accounting and 
microfilming equipment is carried in 
the experimental unit—a Dodge truck, 
vith 462 cubic feet of cargo space pro 
viding ample room for a complete Tine 
of banking, tax. payroll, and statisti 
cal machines The conversion of the 
1214-foot truck body ha: 
problem that handicaps many manu 
facturers of bulky, hard-to-carry mer 
This is the 


solved a 


handise, says Burroughs 
problem of giving 
spot demonstrations to prospective 


satisfactory on-the 


buvers. 
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A beauty and a bargain! 


COSCO == 


Posture Chair 


(Patent Pending) 


Cosco ‘Finger-Lift’’ Posture Chair combines every 
thing you could possibly ask in an office chair for men 
and women who work sitting down: restful, work- 
encouraging comfort, high style, durable all-steel con 
struction . . . and a// at an unprecedented low price 


Seat height is easily, instantly and positively adjustable 
anywhere between 16” and 20” — backrest adjusts three 
ways. Deep, foam rubber-padded, revolving, ‘‘saddle” 
seat and backrest upholstered in washable, durable, 
vinyl plastic - green, maroon, brown or gray. Life 
time lubricated, hard rubber casters, with ball bearing 
swivels. 

Three models, choice of gray or brown enamel or chro- 
mium finish, retailing for about $29.95 to $31.95. Ask 
for demonstration without obligation at leading office 
equipment outlets. Or write for name of nearest dealer 
and free, “‘tell-all’’ circular. 


Posture Back Adjusts THREE Ways 


Lees Ty 


In and out for Up and down for 
depth of seat. . height of backrest 


Tilts freely to 
“follow” the back. 


HAMILTON MANUFACTURING CORPORATION - 
Makers of COSCO Household Stools, Choirs ond Utility Tables 


TO RAISE: Place foot on 
circular rung and, with 
one hand releasing con- 
trol lever, lift seat to de- 
sired height. 


! 
' 
' 
' 
! 
' 
' 
! 
! 
' 
' 
' 
' 
' 
! 
! 
! 
' 
' 
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{ TO LOWER: Lift upward 
: oncontrollever and lower 
4 «sect to proper level. 
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Here’s a BIG Reason 
why STEEL AGE Grade “A” Files 


operate Jo Cd) YY 
do long. 


Built Stronger to last longer! 


HE suspension is the working heart of every good 

file. And at Corry-Jamestown, we take special pride 
in the sturdy, precision construction of our Grade “A”. 
full-progressive file suspension. 

We've designed it as simply as possible for trouble- 
free service . . . fabricated it of heavy welded steel 
channel for long, hard use . . . and equipped it with 8 
ball bearings for silken smooth action. That’s why 
Steel Age files operate “like new” year after year. 
That’s why you hear people say so often, “Buy Steel 
Age and you buy the best in steel office furniture.” 


CORRY—JAMESTOWN 
MANUFACTURING CORPORATION * CORRY, PA. 
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Office 


Management 
(AND EQUIPMENT 


EDITORIAL 


February, 1951 


A modern office—Prudential Life Insurance Co., Los Angeles 


Offices are important, too! 


PFHE RECENT APPEAL addressed to the National Production Authority by 
the Ofhce Executives Association of New York asking for special consitleration 
for the office equipment manufacturing industry in the restrictions which NPA 
is imposing on production in general points up the need for more emphasis by 
the country’s offices themselves on the all-around importance of the office in our 
economy in war as well as in peace. 

There still lingers in certain quarters some of the old feeling that the office 
is not as essential as the factory. Ofhce people must still lose no opportunity 
to keep underlining the truth that today there is litthe worth-while activity that 
does not need the office in arriving at its objectives. 

In all that is said about the office in these days of mobilization of our r¢ 
sources, it should be born in mind, however, that the problem is not simply of 
keeping the American office provided with the tools and supplies it needs for 
its work. 

The offices of the country had barely come through the ofhce space squeeze 
occasioned by building restrictions in the last war when another period of war 
comes upon them. Once again the expansion of office staffs in industries speeded 
up by mobilization shows signs of being impeded not only by restrictions on 
building but by the taking over of available vacant space by government ofhces. 

The general situation must not be considered in its relation only to ofheces 
whose work is in some way allied with the mobilization drive. We risk weak- 
ening our whole economic structure by imposing handicaps of equipment and 
space shortage on the other offices as well, in which are planned and directed 
all the rest of our civilian economy. 

This early in a developing crisis, the voice of our office executives may be 
raised with good effect. 
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Protecting employees under 


SALARY STABILIZATION 


By AUSTIN M. FISHER 
Chairman of the Board. 


Fisher & Rudge. Ine.. New York 


Austin VM. Fisher 


DURING World War 11, Austin M. Fisher was 
technical advisor to the National War Labor 
Board in Washington, and labor relations con 
sultant to the War Department. A graduate of 
Wesleyan Unwersity, he wa former examiner of 
the New York State Labor Relations Board, and 
was vice-chairman for industry and labor of the 
Citizens Food Committee appointed hy Presi 
dent Truman. 

Now chairman of the board of Fisher & Rudge, 
Inc., New York, a management consulting service 
to more than bo corporations in the field of in 
dustrial, labor, and community relations, Mr. 
Fisher i also consultant to the Committee on 
Christian Social Relations and treasurer and a 
director of the New York State Committee for 
Equality in Education. He has written numerous 
articles on labor relations appearing in national 
magazines. 
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OFFICE EMPLOYEES and other white-collar work 
ers suffered the greatest: hardships from wage and 
salary stabilization during World War Il, and his 
tory will repeat itself: in that) respect during — the 
current: emergency unless emplovers take remedial 
steps without delay. Those who neglect their respon 
sibilities in this direction will find themselves “be 
hind the 8-ball” when they apply for pay increases 
once the present partial “treeze” becomes general 
Also, they run a heavy risk of losing kev emplovecs 
to other firms whose wage and salary administration 
does meet government requirements. Lo make mat 
ters worse, the same rules will cover executives. Phe 
othee manager who moves now to protect: his sub 
ordinates will bye looking out ton top Management 
and himsell 

Phe basic insurance which every company needs ts 
uw formal wage and salary structure which covers evers 
employee, and which iy designed to give maximum 
liexibility in awarding merit: increases (as contrasted 
with company-wide, plant-wide or department-wide, 
automatic raises) and in promoting cmplovees lo 
better-paving positions. During the last war, com 
panics which had a regular plan or pattern for ad 
vances won the lion's share ol approvals. Phese 
lormal salary structures Classified all jobs according 
to skill, experience needed, amount of supervision re 
quired, ete., and fixed minimum and maximum rates 
lor each. The emplovers who could demonstrate that 
a given pay increase.or promotion conformed to such 
a pattern were the ones who got the green light from 
the government, generally speaking. 

You may already have such a schedule, although 
less than one-third of all companies do, at least fon 
executives and white-collar employees. If you have 
one, it should be caretully checked to make sure the 
plan is up to date and meets your present and 
future needs, including stabilization. Here are some 
of the things that have happened to make these old 
plans obsolete 

1. Office methods have changed, with greater reli- 

ance on machines, including punched card ac 
counting and other major installations 
Accounting and record keeping have been cen 
tralized, or decentralized, depending on the 
company. 


Most businesses have expanded—more emplov- 
ces, more lines, more departments, sometimes 
more plants. 
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The job evaluation expert 


uses a seatter diagram as the basi< for the formal 


wage and salary structure 


j- Departments have been reoriented, as when 
buving is centralized in a purchasing agent and 
shitted 


been created 


receiving functions ar to accounting 


» New jobs havi which did not ap 


pear in the former structure, 
Certain jobs have been reclassified, and certain 
maximums lifted 
where in the plan 
\ quick look at your payroll will show whether 
your and salary out-moded. The 
surest sign that overhauling is needed iy the presence 
ol people whose pas ts out ol proportion to other 
employees whose dutics presumably are the same 
the stock clerk who carns Szo a weck more 


leading to inequities clye 


wage structure ts 


than his 
fellows; the senior bookkeeper who is drawing ac 
countant’s pay; the 
with the 


who, because ol 


Company, 


typist long 


athliation gets almost as much 
ay the president's secretary. Starting pay is another 
tell-tale signal: if it has gone up perceptibly, due to 
competition for manpower, then the maximum rates 
probably need raising. Also, if increases upon promo 
tron seem slimmer than they used to, due to hikes 
here is another factor that needs 
changing: promotion-wise, your schedule should be a 
staircase, not a ramp! 


in living cost, 


If anv of these signs are evident, or if more 
vears have 


than 
passed since vour wage and salary 
structure was installed or brought up to date, you 


lwo 


probably need a job evaluation program to prepare 
sour firm for payroll stabilization and the inevitable 
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wartinn r drain. And if vou have no formal 
now is the Othe 
under 


alto 


ET ek 
structure at all, 
your 


time to ect one. 


wise ability to pay competitive wages 


stabilization will be impeded, if not 
rether ’ 


thwarted 


War a 


\ formal is one which 
provides the answer to the following three questions 


“FORMAL Syste” INVOLVES 


salary Classification. system 


1. Where are we going to stand in regards to pay rates above 


competition, at dead-center, or below competition? 


2 De the wages and salary we pay properly distinguish be 
tween the varving levels of skill on particular jobs? 
». Does our wage administration provide reward for meritori 


ous work, plus a Clearly marked path for promotion? 


Lhe only way to establish such a system, or to mod 
ernize one which has gotten out of date, is through 
job evalution. In essence, this amounts to measur 
ing and grading all jobs within a company, using 
acceptable vardsticks to determine their relative worth 

as between a stock boy and an office boy; between 
a cost accountant and a payroll accountant; between 
a billing machine operator and a comptometer oper- 
ator, to cite a few examples. 

Job descriptions are the basic key to sound evalua- 
tions. They not only describe all jobs accurately but 
also rate them by points, according 


to the job's re- 
quirements in) mental development, 


learning time, 


(To page bo) 
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ECESSARY PRECISION 


“i 
Z 
“ THE NECESSITY for drastically reducing office 
. costs may not have been so vitalls important back 
; in the days of Aristotle as it has since become, vet one 
¥ of the nifties credited to the Greck philosopher might 


well be pondered by ofhce management today 
Aristotle said: 


“Tt is the mark of an educated intellect to 


seck only so much cxactness as may be re 


quired by the nature of the subject matter, 
and the purpose to which it is to be put.” 
We have that most 


office work, particularly accounting, must be accurate 


been believe 


brought up to 


to the last cent. We recall with anguish our vounger 
days before the advent of machine bookkeeping and 
daily balances, when arriving at our monthly balance 
was the chief obstacle to an otherwise happy and care 
free life. Then we spent countless hours looking for 
an elusive few cents which 


refused to reveal 
selves until our aerves were worn to a trazzle. 

It seems a direct reflection on ou 
those davs when we learn that a prominent stcel 
manufacturing corporation has for many vears disre 
garded the cents in accounting routines, and has 
thereby appreciably reduced accounting costs. 

More recently we read that the Dravo Corporation, 
of Pittsburgh, have adopted a “cents-less” accounting 
procedure. ‘Their made to the nearest 
whole dollar, and a net saving in accounting costs of 
an appreciable amount ts said to result. 

Because much of our office experience has been in 
accounting or similar duties where absolute accuracy 
was a fetish before which we have bowed down and 
worshipped for many vears, we are inclined to over 
look the fact that some of our jobs do not demand 
precision. Much valuable time may be saved in arris 
ing at approximate results which are just as useful, 
obtained with the least possible expenditure of time 

The preparation of governmental 
eral, state, and municipal 
saving and cost reduction. 


them 


intelligence of 


entries are 


reports—fed- 
is a fertile field for time 
When we look back ten 
vears and more and compare the meagre amount of 
such work we then had to do with the tremendous 
volume we are now expected to handle promptly and 
for tree, we realize that much of our increase in staff 
since those days has been directly attributable to the 
preparation of these reports. Time saved in this type 
of work affords a means of appreciabiy reducing office 
costs, even though the methods of accomplishing this 
would not always meet with the enthusiastic approval 
of the government agencies chiefly concerned, if they 
knew of them. 


After all, we are the people who pay 
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By J. G. DAVIES 
Secretary-Treasurer 
\. Slater Company, Ltd.. Hamilton, Canada 


Valuable effort is wasted in unnecessary precision 


the shot, so should be able 
least the method of plaving. 


to call the tune, or at 

When called upon to prepare one of these reports 
we should ask ourselves, “What use will be made of 
the information?” If, for instance, it is a periodical 
report on manufacturing production, which will be 
added to similar figures from many thousands of 
other manufacturers to arrive at a national total, then 
obviously a reasonable approximation of our figures 
will be sufhcient, unless we are one of the very large 
corporations. 

An_ office tells that one of his annual 
jobs is a report to the government on the value of 
production in the company’s various lines, together 
with the volume and value of cach of the materials 
and supplies used in manufacturing operations. For 
one such report during the depressed 1930's, mainly 
to provide work to keep his staff together, this official 
gave to a senior clerk the job of assembling, from pur- 
chase records and invoices, the information needed 
to compile this report accurately. Three full weeks 
were needed to accomplish the work. 

Before and since that particular year the job has 
been done in about three hours. The total value of 
materials and services for the year is ascertained from 
the auditor’s report. If the total value is 10% more 
than for the previous year, then each of the scores 
of items in last vear’s report is increased by 10%, 


manager 
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BOOSTING OFFICE COSTS 


unless a new line of production, requiring a new 
variety of materials, has been introduced, in which 
case provision is made for it. “Miscellaneous,” that 
popular catch-all, is left to the last. All the other 
items are added up, their totals deducted from the 
figure shown in the auditors’ report, and the differ- 
ence placed in “miscellaneous,” to round the job off. 
Who will say that some minor variations in some 
of the individual items between actual and estimated 
will make one iota of difference in the national totals, 
which after all is the end use of this particular job? 

Periodical reports to the Departments of Labor and 
Commerce can also prove costly, unless we again 
consider the use to which the reports are to be put, 
and deal with them accordingly. 

Frequent inquiries from credit agencies regarding 
our credit experience with customers can occupy con 
siderable time, most of it unnecessary. In theory, we 
are expected to examine the appropriate ledger sheet 
to obtain answers to queries as to how many vears we 
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Magazine, 1887 “. . . where absolute 


have had dealings with the customer, what is the 
highest credit we have allowed him within the past 
vear, what does he still owe, how much of it is over 
due, do we consider him a good credit risk, and 
other similar questions. We realize that the enquirer 
wants to know whether the customer is dependable 
or otherwise, so we rely on our memory and do not 
look up the ledger sheet at all. A job that might 
easily require ten minutes of our time can be accom 
plished satisfactorily to all concerned in littke more 
than ten seconds. 

It has been stated by competent authorities that 
509 of all othce operations are used to check some 
one else’s work. Here is an enormous source of poten 
tial waste, unless a common-sense attitude is applied 
to the problem. We should remember the old saying 
that the person who never makes a mistake is the 
one who never does anything. The office manager 
who goes into a convulsion cach time an error appears 

(To page 58) 
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“... we must be most careful to insure that our plans and r 


SYSTEMS 


es ee ee 


ultant action are adeau i 
bat not more elaborate than required 


AND PROCEDURES 


By JOSEPH G. NAGRO 
of General Foods Corporation, New York 


President. Svstems & Procedures 


Advisory committee. 


Management 


Chairman. 


Systems 


Institute. New 


Association of America 


and Procedures) Program 


York University 


Second of three articles. Final article in March issue 


provide a plan of action 


FOUR sicps mentioned in our January articl 


That's all there is to it! As soon as vou have com 


pleted that job vou are all set! doesn't 
it. 
bers of our research group have found out about the 


Sounds simple, 


Sut now let's dig in a bit and see what the mem 


mans tactors which must be considered before on 


during the time of taking those four steps 
In light of all the disquieting lLactors which are 
well known today, | do not believe 


we can yustily 


any plan which does not contemplate coverage ol 
all possibilities up to and through an atomic disaster 
It we the 


nation to spend billions on our Current: armament 


are ready to concede necessity. for this 


program, and realize the existence of such things as 
guided missiles, rocket launching submarines, and the 


like. then agree 


we must 4 
preservation is also a non-deferrable essential. 


that planning for business 
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Furthermore, in the opinion of atomuc experts, it 


is probable that in most of our large companies, at 
least some employees, stockholders, Creditors, o1 the 
like SUPVIVE ol attacks. 
I his that on at least 
parts of our companies getting through without total 


would even a series atomic 


MICAS We must count some 
destruction, and accordingly take immediate and ade 
quate steps for the protection of the company records, 
patents, formulas, securities, insurance: policies, and 


the like, 


able to do much that is practical to safeguard certain 


even though in some cases, we may not be 
other of its physical assets. However, on this point, 
lam not advocating that we go overboard for elab 
orate and costly plans. | believe that we must care 
fully analyze the problem and strip it of all its frills, 
that than is 


actually spelled out as a requirement under the bluc 


: 
in order to insure we do not do more 


print 
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, ’ 
furnished as a bedroom for Director on night duty and as emergenes otlice for D 


for the Wartime Office 


Continuing discussion of policies 


in meeting the special problems 


For example, your blueprint may call for the trans 
ler of certain papers and microfilm: records to. sate 
storage arcas as soon as thev are produced. 1 know 
of some companics having such a requirement, who 
IN TN Optom are doing more work than is necessary 
to carry it out. 

For instance, they are losing valuable time and 
incurring needless cost in developing their microfilm 
records here in New York, instead of shipping out 
the undeveloped film as soon as it is ready. After 
completion of the recording of basic records, such as 
the daily “take” on microfilm usually 
consists mainly of 


old ledgers, etc., 


recording primary transactions. 
Many of these have only a current value from a rec 
ord storage angle. So why develop them at once? I 
no disaster occurs ina few months, they will probably 
have been replaced by summarized written records, 
after which they need not be retained anv longer 
The same holds truc for the elaborate listing and 
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which should guide executives 


the foreign situation imposes 


cataloguing of current papers going to safe storage 
In many cases, it would scem to be suflicient to get 
the daily bundle out of the danger zone without any 
time or money being expended in listing its contents 
Also, when it gets to storage, it’ should simply be 


stored, by date, in its original wrappings. After a 


disaster occurs there should be ample time to sort 
out whatever is needed for reconstruction purposes 
In the meantime, much work has been saved and 
even in the event of a disaster, some of the sorting 
need never be done 

My purpose in citing this example is not to con 
demn anyone's present practice. TI wish merely to 
point out that if protection of records iy all we are 
alter, and if we expect to continue such a program 
lor two, three, five vears, or even more, a good deal 
of unnecessary cost may be incurred unless we keep 
our practices on a completely objective basis 


(To next page) 
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ALL ABOUT 
DUPLICATION 


BECAUSE of current intensified inter- 
est in the subject of duplication, a two- 
part feature will appear in the March 
and April issues of this magazine, round- 
ing up the latest information on dupli- 
cating machines of every description 
and the uses to which they are being put 
in today’s offices. 


The March installment of this feature 
will concentrate on all the various types 
of duplication other than those involv- 
ing lithography, photocopying, and the 
so-called white printing processes, which 
will be covered in the April issue. 


The latest developments in machine 
design and construction, the newest 
trends in the application of these ma- 
chines to an ever-widening variety of 
uses, and other information designed to 
aid office executives in making their de- 
isions on purchases and application 
will be presented in these two articles. 


(From preceding page) 

\ccordingly, it seems quite certain that we do have 
something to plan for—but that we must be most 
careful to insure that our plans and resultant action 
are adequate but not more elaborate than required, 

The next factor to be considered is the development 
of the master plan whereby we identify and define the 
problems involved and. set up a broad plan of action 
to be carried out under the various phases of a wan 
emergency. 

It is felt that unless the responsible officials take 
time to define in detail the problems which must 
be faced and unless a thoroughly systematic method 
of doing this is employed, there is danger of missing 
a number of important angles. One way to go about 
making such a study would be to: 

1, Set a number of arbitrary break-points in the 
sequence of events, and consider what the na 
tional and company situation will be at the 
time each occurs. 

2. Using the organization chart and job descrip 
tion write-ups, in conjunction with the sequenc 
of events list mentioned, check each employee 
and each duty, to determine if he or a substi 
tute will be around to handle the work assigned. 
\lso, whether or not he will have a place in 
which to work, anything to work with, and any 
work to do. 

». Using the company balance sheets or related rec 
ords, in conjunction with the sequence of events 
list, determine the probable status of cach item 
and list the questions which must be answered 

before any master plan can be completed 
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j. Utilizing the knowledge at hand or readily avail- 
able, analyze the personal situation from the 
angle of employee protection, morale, suscepti- 
bility to protective transfers, new sources, train- 
ing problems, etc. 

5. Prepare a list of other matters which will have 
to receive important consideration in any over- 
all plan. For example, the availability of raw 
materials, the status of our customers and sup- 
pliers, the problems of communication, trans- 
portation, plant protection, increased govern- 
ment requirements for information, physical 
assistance, etc. 

If this work is done thoroughly, it should result in 
the unearthing of most of the important problems, 
which should be itemized, fully identified, and includ- 
ed in planning consideration. It is recognized that 
there are many other factors which may be added to 
the above, particularly in the case of large corpora- 
tions. However, this will serve as a preliminary out- 
line. When our research project is complete, this will 
probably be expanded. 


SEQUENCE 

Let's now spend a few minutes considering the se- 
quence of events, their relationship to the planning 
scheme and the things which must be accomplished 
during each period. The time sequence may well be 
divided into the following four parts: 

The preparatory or partial mobilization period. 

Full mobilization short of hostilities or bomb- 
ing in this country. 

Under attack by bombing or invasion of some 
of our cittes. 

Business survival of an atomic disaster. 

From the standpoint of our over-all plan, the prep- 
avatory or partial mobilization period is the most 
important of all four periods, since: 

1. In this period we have available more man- 
power, equipment, supplies, and time, with 
which to get ready for whatever may be ahead. 

2. The plans which we make and the action which 
we take at this point will directly affect: our 
ability to cope with future conditions as they 
arise. 

It is in this period that the master plan must be 
developed, and the decision time table agreed upon 
and put into use. In addition, your master plan may 
call for the working out, in this period, of certain de- 
tailed plans, the write-up of procedures and instruc- 
tions, and the setting up of a “standby-Action” time 
table. 

In considering, during this period, the points which 
must be included in the over-all planning, sight 
should not be lost of the possibility that reduced pri- 
mary activitics might in turn cut down certain sec- 
ondary activities all along the line. When sales go 
mainly to the government, or are on a ration basis, for 
instance, many of the high-speed sales statistics gath- 
ering practices could be shelved in favor of historical 
records alone. Uhis in turn would reduce the require- 
ments for some clerical help, office space, communi- 
cations, payroll, etc. “There are many similar situa- 

(To page "14) 
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“GOOD DESIGN” IN DESKS 


The “Good Design” Exhibition, sponsored by the Museum 

of Modern Art of New York and the Merchandise Mart of 

Chicago and now on view at the Merchandise Mart, in- 

cludes these recently designed desks. The desk below— 

glass top. birch drawers and bookcase, white metal frame 

—desigued by France Albini for Knoll Associates, Ine. 
Desk chair to match. 


= 5 oF Ae 


Desk above, designed by Ed- 
ward J. Wormley for Dunbar 
Furniture Corp., is of natural 
cherry wood. (Cast iron chair 
by Ernest Race for Waldron 
Associates. Gunmetal lamp by 
Robsjohn-Gibbing~ for Wid- 
dicomb Furniture Co.). Left: 

Desk of walnut with metal 
supports and cane = sereen 
panel, designed by George 
Nelson for Herman Miller 
Furniture Co. 


Right: Another “Good De- 

sign” exhibit at the Merchan- 

dise Mart—a George Nelson 

ion for Herman Miller 

ture Co. Available in a 

choice of woods, with metal 
supports 
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Approximately half a million 


ledger-si 


sheets are re led on microfilm rolls 


stored in the top three drawer. of the cabinet on which this microfilm viewer stands 


FOUND: 6,000 SQUARE FEET 


IH BANKERS LIFE COSMIPANY of Des Moines, 
lowa, has added approximately 6,000 square feet to 
its working office space since 1gy6 with no investment 
whatever in building or rental. 

Phis extra space, which furnishes working areca toi 
appronimately sinty people, was gained as the result 
ol a comprehensive reclamation project. The space 
invelyed was formerly occupied by filing cabinets and 
other record storage equipment. 

Speciheally, the space reclamation was brought 
about by the launching of the most comprehensiv« 
record destruction program: in the company’s 71-vea 
history. Under the present-day layout in the Bankers 
Lite building, file cabinets and shelving occupying 
newly 6,000 square tect have been partly replaced by 
three cabinets in which nearly 25 miles of microfilm 
are stored. “The rest of the space was retrieved, ton 
the most part, through destruction of a considerable 
wnount of material which was not microfilmed. 

\ great deal of study and preparation preceded: the 
program, especially in the which 
documents should be destroved completely and which 
should be preserved: on microfilm. 


consideration ol 


One of the best examples of how this problem was 
met ois the case of the company’s policy application 
hles. 

By the time a policy hay matured and been paid 
oll, its) tile bulky thing 
accumulating an average of about roe sheets of letters 


usually becomes quite a 
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forms, and other papers. Multiplying this by hun 


dreds of thousands, the inevitable answer is a lot ol 
sLOraR( space, 

In deciding how long to keep the policy files, Bank 
ors Lite officials took into consideration the statute of 
limitations Laws in every state. After verifving tha: 
the most stringent of these allow claims up to fifteen 
years after a policy has lapsed, they decided accord 
ingly that the files for all policies which had) been 
terminated for more than fifteen vears should be 
destroved. 

Some consideration was given to the idea of micro 
filming these documents betore destroving them. 
But, in considering costs, it was decided that atter 
policies have vears the 
ising concerning them was 


so slight that it would not be worthwhile to go to the 


terminated for filteen 


of a question 


been 
chance 


expense of microfilming millions of pages of records. 


Instead, they firm's 


decided to microfilm all the 
One ol 
policy written by the COMpany 


identification 


history cards. these is made out for every 


It contains polics 
data, the 


premium record 


and other pertinent information, 


pavment 
\s another precau 
tion, it was decided to microfilm the company’s jour 
mals. in which transactions affecting policies are 
recorded. 

Legal aspects such as these were by no means th 


only consideration in the undertaking of the record 


desttuction program. Ol uimest Importance also 
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A condensed version of a record storage area which used to occupy 6.000 square feet 


—thanks to microfilming 


was the matter of the company’s service to its policy 


holders. Lite insurance policies accumulate many 


vital statisticy during a policyholders liletime. In 
cases where records of the policvholder are destroyed 
by fre, accident or other mishap. insurance records 
are likely to be the only reliable means of tracing 
this basic data. Since the company’s history cards 
contain most of this important information, this 
factor played an important role ine the decision to 
preserve them on microfilm. 


This space occupied by Bankers Life's 


\nother basic factor in the destruction policy is the 
requirements of govorument agencies with which the 
lnm deals. Ay an cxample, payrolls are retained for 
live years to Comply with the possible needs of the 
Internal Revenue Department, 

Other factors in the destruction program: enumen 
ated by company ofhcials include 

(1) Historical value of documents,  LPhis consid 
eration has led to the preserving of some of the first 


(To page 50) 
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recent trends in TRAINING 


Personnel 


By JULES M. GRAUBARD 


Administrator 


Chase National Bank. New York 


Second of three articles. 


NOW coming to the question of training: 

\n average company starts training people because 
they so often follow the leader. If the company next 
door does it and they are our competitor, we say, 
“Maybe it is about time we started something, too.” 
1 am afraid there probably are no more than about 
a hundred large companies in this country who really 
do original research work in this matter, and the rest 
of us seem to be sooner or later following the leader. 
So, it is either for that reason, or we install a training 
program because we are in trouble. 

All right—let’s begin training. Whom should we 
trains The books—and there have been dozens of 
books written on the subject—all say, “Train the 
employees; train the supervisors.” 

What is training? As we psychologists see it, train 
ing is nothing more than a matter of changing atti 
tudes. Tam not talking about training in typing, on 
anything of that sort. It is a matter of changing 
attitudes, and when vou can change attitudes, vou 
can begin to change behavior. 

If you are just going to train employees, all vou 
are doing is plugging leaks. The question Task you 
is, iS management always right? Is it any different 


Training is a matter of changing attitudes 


Third will be in March issue 


OFFICE MANAGEMENT AND EQUIPMENT 


from employees? Who takes care of training of 
management? 


A training program will be very inetlective—it will 
be just plugging leaks from day to day—if you are 
just going to concentrate on training of people on any 
one level. If training is to be of any value, and this 
is very essential to the matter, it miust permeate every 
level of your entire organization, from the top down 
to the bottom. 

In my contacts with industrial groups in training 
sessions, invariably, whether they be savings banks’ 
people or printers, some fellow will buttonhole me 
in the corner after a conference and sav, “This is 
really good stuff, but you don’t want me here. Get my 
boss down.” 

Have vou heard it?) Yes, vou have. You cannot 
train just on one level. 

Who changes management's ideas, and how about 
the method of changing management's ideas? “Don't 
tell me; tell the fellow upstairs.” How do vou tell 
the fellow upstairs? This “how” of selling ideas to 
management is something most of us are faced with. 
Not enough attention has been devoted to it. We 
know that it is not enough for management simply 
to give its approval. Management must take a role 
of active participation. Otherwise, it is just like some 
of our advertising. I am supposed to cat Wheaties 
because Tyrone Power does. The voice of authority! 
We follow because ‘Tyrone Power says that is the 
thing to do. Or we train people because management 
says it is a good thing for them. 

No, it is not “You do this because I say it is good 
for you.” We say that management must participate. 
If management will give direct evidence of endorsing 
this type of training, a wonderful thing will happen. 
Management will itself begin to learn by participat- 
ing, and you would be amazed at what comes out of 
a session when management sits down and works 
problems out with employees. Participation is the 
kev to learning. It is like the difference between giv- 
ing money to some worthy cause or operating a stand 
and devoting your active time to that cause. One 
is participation, and one isn’t. 

\ little experiment has often been tried by all par- 
licipating. People were asked, “Will you take the 
time to recall the three most vivid experiences in 
your vouth?” Tf you try that with vourself, vou will 
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see that vou almost alwavs come up with items in 
which you yourself participated. It isn’t what hap 
pened tO someone else. 

\ word about the “open-door” policy. We read 
and we hear of presidents taking over organizations, 
and saying sincerely to thousands of employees, “I 
am your new president. I want you to feel that my 
door is open to cach and every one of you. If you 
have a problem, come in.” 

Have you ever tried it? Have you ever gotten past 
his secretaries? Don't these presidents realize that vou 
have to continue to work for your own boss, and if 
the president allows that kind of thing to go on he is 
short-circuiting the boss? Would I be doing the tact 
ful thing by going around my own boss? This ques 
tion of open door policy may sound good, but in 
practice I am afraid it fails. 

There is no reason to believe that top management 
is constructed any differently from the people on the 
lower supervisory level. They also have unsatisfied 
drives. ‘They too, want to be loved, and frustration 
is no respecter of titles or of people. 

Unfortunately, it is their personality that affects 
training, and just as we have to concern ourselves 
with training people on the lower part of the scale. 
it is important to train upstairs, as well. 

This is an age of specialization. We are so anxious 
to call in consultants, and the American scene has 
recently been clogged by any number of people whom 
you may call in to do consulting jobs for you. 

I am a little concerned about it because I think 
it can, on occasion, be a rather embarrassing admis 
sion on the part of management as to the lack of 
properly trained licutenants. Why haven't they been 
training someone to do the job that the consultant 
now has to doy At best, a consultant's value, I am 
afraid, is rather limited. He can start a training pro 
gram for you; he can do a good deal toward motivat 
ing top management. But, on the other hand, he 
may not have the same drives as management has in 
its own organization. ‘The stakes are not as high for 
him. If he fails, he gets his fee and on he goes to 
greener fields. But, more important, we find that em 
plovees learn better from their supervisors, just as 
children learn better trom their parents and from 
other children. 

Training, to be of any value, to really cut through 
your organization, should come from management it 
self and not from consultants. 

It is interesting to note that in medical circles, we 
are beginning to go back to the gencral practitioner. 
Why? Because it is the general practitioner who 
knows the whole person. He isn’t just dealing with 
one ailment. Perhaps it is more difficult for a con 


sultant to know the wiole organization the war 
management does. 

One warning on training programs, however. | 
suggest that management doesn’t go into training un 
less it is ready to make changes. You can’t call a 
consultant or someone into your organization and say, 


Ry Ewing G “ s. ¥ 

For effective training downstairs, one must train upstairs as well 

See here, the morale is low here. More morale! 
No: unless vou are willing to accept legitimate and 
sometimes costly changes, don’t go into training. You 
are going to dig up practices which would be bette 
left alone. 

The “how” of training received a big push during 
World War I with the J programs—job instructors 
training, etc. Today, we feel that that kind of traming 
lacks something. What we find wrong with it ts this 
we are wary of the person who comes to us and says 
“This is how to do it. Here is a list of do's and 
don'ts.” Little learning takes place. 

How do vou handle a problem: Get all the facts 
You must be tacthul. You must be friendly. Fine 
And the fellow sits there across the conference tabl 
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and says, “LT really ought to be more tacthul, ves, 
the teacher is right.” Now, how does he apply that? 
How do vou go about being tacthul? Can vou tell me: 
It is the “how” that is important. not) just what 
should bn done. 

Dont come and tell me: “John should cooperate. 
How do T get Johnny to cooperate is what | want 
to know. A list of do's and don'ts is not the answer 
Phe key is participation ,and in that respect we would 
like at this time to give vou a litthe demonstration of 
one of the recent developments in training employ 
Ing the technique of role playing 

We will present you with a problem. We are not 
voing to tell vou the solution; we are going to bring 
the life situation into the laboratory. We are going 
to work out the solution. 

Phe scene takes place in a mediunesized insurance 
company ina medium-sized city. There is a steno 
pool which employs about twenty girls, and there is 
of course a supervisor of that steno pool 


“Handling a 


My. Graubard had the assistance of three members 
of the TPranscription Supervisors Association of New 
York in the role-playing demonstration which fol 
lowed at this pornt. 

Miss Helen Herslow, of National Electrical Manu- 
facturers Association, played the part of the girl mak 
ing the complaint. Miss Ethel Bendixen, Assistant 
Professor of Secretarial Studies at New York Untwer- 


(The “emplovee” has just’ come into the 
visors” office) . 

Empiover (Misys Herslow): Good morning. Miss 
Smith. 

SUPERVISOR (Misys Bendixen): Good morning. 

EMpLoytr: Miss Smith, TE just had to come to you 
and talk to you about this because LT have just: been 
so-upset. It doesn’t make sense to me. You know, 
Margaret Johnson— — 

SupERVISOR: Yes. 

Emptoyver: Well, she and [ came into this othce 
together two vears ago. As a matter of fact, I told het 
about the opening. I knew about it before she did 
But anyway, we came in, and now I just learn that 
she got that wondertul secretarial job out in the 
Sales Department, and TP heard that she got a raise. 
and the girly told) me not just a raise, but a big 
raise, and it is not fair, because—well, I know | am 
soo much better. | know | am much better! And the 
virls even told me Tam much faster in my work. | 
just don't anderstand it, and Lam burned up. 

Sterervisok: Surely. | am very, very glad vou did 
come in, Miss Jones, because | certainly wouldn't 
want vou to harbor this resentment for any length of 
time. 

Now, I am very sorry, too, that there aren't morc 
positions that we could promote more of vou good 
girls to. Miss Jolinson is a very good worker, and vou 
are, too, Missy Jones. Iy there any particular part of 
the work that vou think vou surpass Miss Johnson 
ine Do vou think vou are faster? Is that it? 

Eviproyver: TP know | am faster. 


“super- 


\bout two years ago, in June, when the girls from 
the local high school are graduated, this organization, 
hired two voung ladics among other emplovees. They 
were put to work in the steno pool. It is now two 
sears later. Recently, one of these girls was promoted 
and moved on to become a secretary. Phe other girl, 
who didn't get the promotion, comes to the super 
visor, and says, “LT have gotten no raise; | have goiten 
no promotion. [am as good as she is. Why didn't 
I et it: 

Our job is to retrain the supervisor in how to handle 
\ problem such as this. You can give supervisors a 
list of do's and don'ts about being tactlul and friend 
Iv. but unless vou give them the opportunity to try 
this out in the classroom, the chances are that this 
supervisor is going to be reluctant to try it in real 
lile. because there he would be dealing with individ 
uals and there is no opportunity to practice. \ wrong 
decision would cause trouble 

Here's our plavlet 


Grievance” 


sity, played the part of the supervisor in the first 
«prsode, and Miss Anna Bardes, of United States Life 
Insurance Co., played the part of the supervisor in the 
second episode. 

The first of these role-playing episodes is presented 
herewith; the second, and the evaluation of both 
episodes, will he published in the March issue of Or- 
Fick MANAGEMENT AND EQUIPMENT. 


Supervisok: Well, [ will tell you—we keep a rec- 
ord, of course; a numerical rating record. Maybe you 
would like to look at that. You are familiar with it, 
I presume. [t is in your employees’ manual on every- 
one’s desk. Just pull your chair over and look at your 
record here. 

One of the things that we rate you on, and we rate 
vou every six months, is the amount of work you do. 

Exproyrer: Uh huh. 

Surrrvisor: Phe last rating that we gave vou was 


2. the scting has 5 points, You received 2. That 
mean : are much better than average. You do 
’ Ha good deal of work. 


second thing we rate you on is the quality 
ot your work. Here is your average score. This is 
perhaps your weakest point, the quality of the work 
that vou have been doing. That is reflected in’ the 
great amount of work which vou have had rejected 
dont vou remember the time that large report 
came back from Mr. Evans that vou had to re-do 
You got overtime pay for that, you know. Any girl 
that we really recommend for a promotion should 
get toon quality of work. 

Eurtoyer: And what did I get? 

SUPERVISOR: You got a 3. That is the average. In 
other words, we feel that if we promote you to be the 
private secretar? to one of the executives, no one in 
the othce should be able to excel vou in the quality 
olf vour work. 

The third point we rate you on is your depend 
ability. You might say, “Well, what's that?” Actually, 


(To page 4Q) 
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Chicago Seminar and Show 


At the Stevens, February 26th-March Ist 
for oifice executives 


THR ANNUAL MIDWEST SEMINAR on) office 
management and ity accompanying Ofhce Equipment 
Display once again comes to the Stevens Hotel in Chi 
cago under the sponsorship of the Ofhce Management 
Association of Chicago. Lasting from February 2oth 
through March ast. the show has been extended one 
day longer than previous shows, to reach a larger au 
dience. Northwestern University will again be co 


sponsor ol the Seminar, with a 


lecture program 
“geared to problems posed by international events. 
Anticipated manpower shortages. methods, training, 
budgeting, and other administrative problems arising 
in a time of emergency conditions will come in for 
discussion during five sessions commencing the 26th. 

At an opening luncheon, W. Miller Bennett, In- 
land Container Corp.. Indianapolis, Ind.. president of 
the National Office Management Association, will be 
chairman and will introduce Alfred Blake Dick TIL, 
president of the A. BL Dick Co. Mr. Dick will speak 
on “Phe Problems of Management.” Other speakers 
and their subjects will be Hal E. Nourse, vice-presi- 
dent of United Air Lines, Chicago, “Management 
Planning and Control”; K. B. Willett, vice-president 
of Hardware Mutuals, Stevens Point. Wis.. and former 
NOMEN president. “How to Control the Application of 


Februars, 1951 


OFFICE MANAGEMENT 


Productive Man Hours’: Waldo Williams, manager 
clerical operations departinent, Aldens, Ine., Chicago, 
“How to Control Methods”: Clarke L. 
Marwicck. Mitchell & Co. Chicago, “Establishing a 
Budget Arthur He. Smith, assistant controller, Gen 
eral Mills. Inec.. Minneapolis, Minn. “We Have a 
Budget—What Now: Hugh \. Wichert, assistant 
chief accountant, Fairmont Foods, Omaha, Neb., and 
former NOMA president. “Phe Obligation of Man 
agement to Be Competent’: and Gordon Van Ark, 


Shabino, Peat, 


manager, personnel development division, Ge neral 
Foods Corp., New York, “Development of Young 
Executives.” 

Another feature of the Seminar will be a panel dis 
cussion on “\ Look at the Manpower Problem.” 

H. W. Dickhut, Stivers Office Service, Chicage, 
president of OMAC, will deliver the welcoming ad 
dress at the Opening session. Another speaker at this 
time will be Dr. Joseph M. McDaniel, Dean of the 
School of Commerce, Northwestern University. The 
remaining sessions of the Seminar will have NOMA\ 
officers as chairmen. 

Based on the assumption that the show “could be 
the last Office Equipment Display for the duration” 
should the manufacture of offce equipment be sus- 
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pended, a 


ity sponsors anticipate 


Myron Ross, 
president of OMAC, 


Acme Visible Records, Ine. 
Addressograph-Mutligraph Corp. 

Allen Wales Adding Machine Agency 
All-Steel Equipment, Inc. 

Automatic Typewriter Co. 
n Lithofold Corp. 
Anderson-Churech, Ine. (Soundscriber) 
A. Kh. Andrews Co. 

Art Metal Construction Co. 


Edwin C. Barnes & Bros. (Ediphone) 
Che Bircher Co., Inc. 

bk. W. Boehm Co, 

Boom Electric & Amplifier Co., Ine. 
ughs Adding Machine Co. 

ss Control Systems 

Business Efficiency Aids, Inc. 


go Evening Schools 

nnati Time Recorder Distributors 
Clary Multiplier Corp. 

FE. Conway, Ine. 

C. Coxhead Corp. 

ness Machines Corp. 


Ralph 


Davidson Sales and Service Agency 


Duplie oe iy oO. 


record 
to view the exhibits of some So manutacturers. 
Jewel Food Stores, 

is general chairman ol the 


attendance 


Chicago, past mittee. 


Semi 


Exhibiting at the Chicago Seminar 


(As announced at press time ) 


Egry Register Co. 
Elliot Addressing Machine Co. 
Friden Caleulating Machine Agency 


The General yee Co. 
Gray Audograph Corp. 


Jones Cor reial High School 
Lee F. Kollie, Ine. 


Le Febure Business Systems 


Marchant Cale ~——e Machine Co. 
Marr Duplicator Co., Ine. 
Marshall Field & Cc 
Marshall-Jackson Co 
Master Addresser Co. 

McBee Co., The 

McCaskey Register Co. 

Monroe Calculating Machine Co., Inc. 
Mosler Safe Co. 

Multistamp Chicago Co, 


Nat 
Oftie re E 
“Th 


nal Cash Register Co. 


rent Co. of Chicago 


egement Association of Chi- 


€ 
“Office 


Management and Equipment” 


on ‘irce Wire Recorder Corp. 
ey-Bowes, Ine. 


Office Executives Appeal to NPA 


nar and Display. 
& Coke Co., Chicago, is chairman of the display com- 
Registrations 
dled by George Roubik, executive secretary of OMAC. 


John J. Solon, Peoples Gas Light 


and inquiries are being han 


Powers-Samas Accounting Machines 


(Sales) Led. 


Rand MeNally & Co. 

Record Controls, Ine. 

Recordak Corp. 

Remington Rand, Ine. 
Rex-O-Graph Sales & Service 
Robotyper Corp. 

Rockwell-Barnes Co. 

Rol-Dex Division, Watson Mfg. Co. 
Royal Typewriter Co., Ine. 


Simplex Time Recorder Co. 

Spak & Natovich, Co. 

Standard Duplicating Machines Corp. 

Standard Manifold Co. 

Statistical Tabulating Co. 

Stenographic Machines, Inc. (Steno- 
graph) 

Stivers Office Service 


Tallman, Robbins & Co. 
Tiffany Stand Co. 

The Todd Co., Inc. 
Triner Seales Co., Ine. 


Victor Adding Machine Co. 


Weber Addressing Machine Co. 
Wheeldex Chicago Co. 
Workman Service, Inc. 


“ij SINESS and industrial executives in New York, where laterals are bound to affect the manufacture of business 
: there are more offices concentrated than anywhere els machines unless the industry is permitted some access 
n the world, have expressed concern over the recent to them. Already the pinch is being felt by manufactur 
q rders issued by the National Production Authority cov ers, who declare that orders are now on a long-term 
7 ring certain critical materials needed for the cou i bi with no guarantee of delivery up to as long as ten 
4 etense plans They feel that the manufacture of s 
? mercial office machines and equipment may be seriously ‘Any mtract granted by the government for the pro 
“ atfected by the Authority's decision to restrict the us duction of defense materials creates a demand and a 
4 essential and “scarce” materials necessity for business machines, for it is these machines 
E Representations have been made, in the form of a reso hat produce the records, reports, and other data that 
ition to Washington authorities by the Office Execu ontrol production. If defense manufacturers cannot get 
4 tives Association of New York, the powerful New York this equipment the flow of materials and supplies will be 
- ipter of the National Office Management Association, retarded and reduced 
? pointing out the importance of the office machine indi “Further, the increasing shortage of manpower will 
M in accelerating and controlling production to urtail production and create hardships in the domestic 
4 he nation’s needs in mobilization economy unless it is offset by an even greater use ol 
a Charles B. Haverin, president of the OFA, says time-and effort-saving office machinery and equipment 
“4 \ strong attempt is being made to persuade the NP\ Continued production and supply of this equipment to 
F reconsider its decision and reclassify the products a business organizations is desirable because it will 
bh the office equipment industry as essential to the in permit a release of manpower to the armed services and 
istrial production of the nation. Further restrictions on essential industries.” 
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WORLD GLOBE 

the Aristocrat 25-inch model, is currently being of- 
fered by the Weber Costello Co., Dept. G-25, Chi- 
cago Heights, Ill. With a globe diameter slightly 
less than the height of an ordinary desk and stand- 
ing 44 inches high, the Aristocrat has a surface area 
nearly five times the ordinary 12-inch globe. Its 
colored map is hand-mounted. Globe rotates on a 
meridian ring of satin-finished brass which turns 
easily. Base is solid walnut, hand rubbed. 


SMOKING STAND 

from Campbell Products Co., 520 North Michigan 
Ave., Chicago, is called the Highlander. The main 
column of the stand acts as the lower receptacle 
with a full gallon capacity. The closure seals off 
odors and assures prompt extinguishing of discarded 
cigarettes and cigars. Stands 20!/4-inches high, 
weighs 18 pounds. Comes in a variety of color styles. 
A smaller companion piece called the Continental, 
is also available, says the maker. 


EYELET TAG SEPARATOR 

recently announced by the A. B. Dick Co., 5700 West 
Touhy Ave., Chicago, now makes possible the auto- 
matic precision mimeographing of all types of eyelet 
tags. Separator is incorporated in special feed table 
which can be attached to current table model Dick 
mimoogrophs. Permits feeding of tags in sizes from 
2/2 to 8'Y2-inches wide, and to 5 to 14 inches in 
length. Single tag feeding and accurate registration 
is assured at all machine speeds. 


il 
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STEEL TRANSFER FILES 
equipped with new vertical, side-to-side and back- 
to-back interlocks, have been placed on the mar- 
ket by the Herring-Hall-Marvin Safe Co., Hamilton, 
©. The interlocks are said to offer the most sim- 
plified means yet developed for locking batteries 
of files together without tools. The flange on the 
back of each case slides under channel on back 
edge of the case below, thus providing permanent 
vertical locking. Side-to-side locking is accomplished 
by dropping tie-links into "T’ slots on top edges 
of cases, and back-to-back locking is secured by 
inserting tie-links over the shaft of the side-to-side 
links. These features are standard on the 16 stand- 
ard sizes of Rigid-Stak files produced by Herring- 
Hall. 


CHAIR MAT 
called the Space Saver, is new from the Stempel 
Mfg. Co., 2830 Roberta St., Dallas. Mat is fabri- 
cated of Masonite Tempered Presdwood, and is 
available in brown, maroon, grey, green, and black. 
Measures 2 inches longer than the style B standard 
chair mat, and 12 inches wider. It is designed for 
those who work in crowded office space. Full par- 
ticulars from the company direct. 


EXECUTIVE CHECKWRITER 
the deluxe model, is announced by the Marcy F. 
Roderick Co., 3312 Lancaster Ave., Philadelphia. 
This model prints in two colors, symbols in black 
and figures in red, and imbeds the inked fiqures into 
the perforated fibres of the paper. Finished in ham- 
mertone bronze, it can be demounted from its base 
and placed in an attractive wallet-type case which 
is provided. 


DICTATING MACHINE 
a new electronic tape model is announced by the 
Permoflux Corp., 4900 West Grand, Chicago. This 
system is an especially designed one, Not an or- 
48 dinary general purpose recording instrument, says 
the company. Magazine loading is employed and 
magazines are interchangeable from one machine 
to another. Features of the machine include auto- 
matic back spacer, erase, stop at end of tape; im- 
mediate start and stop; high speed forward and 
| reverse, and many others. A single selector lever 
x. i | furnishes complete control of tape in record, listen, 


and in forward and reverse positions. 


OFFICE 


MANAGEMENT AND EQUIPMENT February, 1951 


Les — i ee i. ee |e 
aoe. a, |. obi es eee igs: , ms ie a te Bad 
+ a lt oan ae ae ee bige ae 2) eee ¥ ee ae anit 
- : 5 : a Wie. 2 ware =H ne cae es 
\ ae ” 
: a 
5 By 
: 
a ws e = 
i new t in th 
q Greq7gs tre C2 i! i 
4 ‘ LS a a TCT ie 
=a) 
a a: 
=) — — us 
ae one ies 
q : yy 
| ; a 
W ee * Sol ee. 
7 | STS 5 — o 
ae SS ‘ oe Ba : a 
- | Dae 
7 | ae te mA 
4 be oat i) 
; — : 
af eo = : id, % a 
a ae . ‘ 
ae Ba - OE ee 
a * ) Va 
A ce a f 
a , pat iia 
: 4 a, ag 
¥ a =~ 9 : oa ea 
¥ a ame <y : 
: ’ ry o 
7 be xi aa May 
ae of ag 
7 “3 ee . " ee. : 
™ o* a % a + 7 a 
‘ a 
3 
| 10 i oe 
| 19% - — beta 
s 10 ’ co 
“s 2— |—__. - 3 —._ -— * 
* a y 
Bs 
\ AS 
en a . * ae 
a ; 
7 " ' ei 
; See. ae - - . pe: 
¥ : ¥ ee peed a 
e ee Ty 7 
rt hg ee ae Orie oe ae “re y a 4é8 4 ah: 
> fern | gh PE are es “ ; c oe, , fe 
7 + eS ee agg j ea a 2 ca, AAO wa 
5 ; . rn Od ay coca aa eA _ & shee ee es - Ae i 7 
7 : OAT ba ho 
4 > - o%ee nee” > : 4 
‘ : sb | een 2 . a haa 
; SA ea ke 
a Ke yea <a a” we 
4 ~~ ty }S aie 
i = Se yy “i 
7 a RC ie 
4 M6 | * 
a = 
“% ip 
? bis 
7 a 
: tt . — 
oy 4 © | : — ; . : : : xy - Bes Tay 
a? f ¥ | Baw rs ae . zs a a, a oe Ei : iy Pee re tes 
= i, . ; a i: ce te See fe an. = oe : i _ - ar; i 
=. ae — <a i aa 
rh : - "hbo rg ner : je a 2 ce 
¢ ae kis, ee a ae 3 a a a 7 Bee: 
6 lias aia ie art a ‘et a. een t ais nee i Se 


FOR BETTER DICTATION RECORDING 
the Gray Mfg. Co., Hartford, Conn. announces the 
availability of their new VE-2 model VoicEraser. 
Through its use, the company's Audograph records 
can be resurfaced and re-used up to fifty times. This 
is possible because the Gray method of dictation 
recording embosses the piastic records, instead of 
etching them. The surface is grooved by a diamond 
embossing stylus. When record is processed in the 
VoicEraser, heat floats the plastic back in the grooves 
and restores the surface in approximately three sec- 
onds, the manufacturer says. Discs are fed into the 
machine by hand and carried through brushes under 
a solution of a detergent and warm water before 
they go into the erasing process. “It is the only 
machine in the field which washes as it erases,” the 
company states. Model illustrated is 16 x 19 x 13'/g- 
inches high: weighs 52 pounds. A 20-minute record 
can be resurfaced for 3 cents. 


PHOTOGRAPHIC COPYING DEVICE 
smal! enough to fit into a briefcase, is available from 
F. G. Ludwig Associates, Pease Rd., Woodbridge, 
Conn., priced at about $40. Made possible by means 
of an inflatable cushion made of Vinylite plastic, the 
Research model, shown, can be carried directly to 
the source of the original, so that photo-copies of 
printed, written, or sketched material are quickly 
reproduced. Kit makes direct reading negative prints 
from translucent originals, and reverse prints from 
opaque paper or originals printed on both sides. 
To make a reverse reading print, a piece of sensi- 
tized paper is placed on the material to be copied 
(upper photo). The device, with cushion inflated, 
is set on top of this, and the paper is then exposed 
for about ten seconds. No darkroom is needed to 
make the 8 x 10-inch prints. Kit is available with 
copying paper and sample developing materials. 


SECTIONAL FURNITURE 

which can be mixed or matched is offered by the 
Royal Metal Mfg. Co., 175 North Michigan Ave., 
Chicago. The new pieces, of all metal construction, 
are offered in square-tubed steel, plated with a satin 
chrome finish. Coil seats, flex-spring backs, and 
upholstery in a wide selection of colors are other 
features. As tastes change, rooms may be given a 
fresh appearance simply by rearranging the individual 
chairs, the company states. 
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new things in the 


AUDITORS’ FILE 

from Cole Steel Equipment Co., Inc., 285 Madison 
Ave., New York, features a safe compartment with 
combination lock, designed to offer privacy for books 
and papers. The unit also contains two double index 
drawers for 3 x 5 or 4 x 6-inch cards, will hold a 
capacity of 6400. Storage compartment, under lock 
and key, has three adjustable compartments. File is 
finished in Cole grey baked enamel, list priced at 
$67.50. With plunger-type lock which locks all drawers 
automatically, it is priced at $75. Prices slightly 
higher in some areas. 


NEW SERVICE FITTINGS 

for high and low potential wiring, designed for use 
with underfloor wiring systems, have been announced 
by National Electric Products Corp., Chamber of 
Commerce Bldg., Pittsburgh. Features of the new 
products include a height of only 3 inches from floor 
to top of fitting, and an eye-pleasing design with 
chrome finish. Fitting No. 7903-H has standard 
duplex T-slot receptacles for use with high potential 
light, power, or office appliance wiring. Companion 
unit, No. 7904-HL is equipped with a single 34-inch 
bushing for teleph and intercom wiring. 


NYLON TYPEWRITER RIBBON 
made in 16 yard lengths in black, and black and 
red combination, with medium and light inkings, is 
being produced by the Underwood Corp., | Park 
Ave., New York. The extra length provides more 
durability, raduces necessity of frequent changing. 
Sheerness of fabric permits extra yardage on spool. 


CARD GROOVER 

for notching small batches of its Keysort cards or 
checks, is announced in a new desk model by the 
McBee Co., Athens, O. Unit is designed to rap- 
idly notch from 2 to 50 cards or checks for com- 
mon classifications such as product, department, op- 
eration number, or pay period. A double-edge cutting 
knife is removable and reversible. Punched clips 
drop into a receptacle. Groover is 75g-inches wide, 
12-inches long, and 64%4-inches high overall. It weighs 
9/2 pounds. 
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Trends in Training 


(From page 42) 


it depends a little bit on your ability to get at the 
job without supervision. 

Now, you are fair at that. You can go ahead and 
take over something without too much supervision. 
Don't you feel you do? 

Empcoyrr: Well, | do. What I wanted to say was 

I mean, well, lots of times when you are out of the 
room, you don't notice it, but Margaret stops work. 

Supervisor: Well, all of that, of course, is reflected 
in the amount of work, and Miss Adams, who col- 
lects your work from your desk every day, keeps 
track of that. Of course, at the same time, she keeps 
track of the work which is rejected. 

I don't want to go into Margaret's record, becaus« 
I wouldn't feel that would be fair to Margaret, but 
I can tell you that your production record is really 
lowered by the amount of work that you have to re-do 
or someone else has to do again for you. To finish up 
your chart, so you will know what else vou are rated 
on, we grade you on your initiative. 1 am the one 
who rates you on that. Ther are five of us, as a 
matter of fact, who rate vou on your entire work 
performance. I give you top honors there, because 
you take over a job very nicely. The only thing that 
I would say there is that maybe you are a little bit 
too eager to take on too much work, because some 
times at the end of the day some girl has to be dele- 
gated to stay overtime to finish work which you agreed 
to do. Maybe you over-reach vourself. What do vou 
think about that? 

Emptoyere: Well, | don’t know. | understand what 
you mean, but— (bursting into tears). 


Miss Smith, it is just this—I unders:and what you 
mean, but you know, Margaret and I, we live on the 
same block, and we go to the same church, and we 
have the same friends, and she has been going around 
with her head up in the air now, and people all 
think that, well, 1 am probably not so good. 

SureRvisok: Why don’t you prove that you are 
better able to take care of the situation emotionally 
than she is? As you say, it may have gone to her head 
a little bit, but why don’t you show her that you 
still can be a very good friend of hers? 

Emptoyer: Well, I will, Miss Smith. The only 
thing is, what have I to look forward to? 

Supervisor: Why don’t you just let me summarize 
the wav I feel about you? I really know you very 
well. I have had you here in the department two 
vears. | would say your greatest strength is your 
ability to tackle things, your initiative, your judg 
ment, your real willingness to do things; but you 
over-reach yourself a little bit, and you are so eager 
to produce that you let the quality of your work go 
by the board. Why don’t you be a lithe more caretul 
and see that none of your work ever comes back to 
the department? 

Empoyer: I will try. When do you think that there 
will be a chance for me? 

Supervisor: That is dificult for me to say. Maybe 
Margaret will get married. But I can’t promise any- 
thing. Phat depends entirely on how many girls leave 
our employ: 

Emp.oyee: I will try. 

SUPERVISOR: Come in any time. 

Emptoyer: Thank you. (Applause). 

(For Episode 2 and the conclusion of Mr. Graubard’s 
article, see March issue) 


OFFICE IN THE SKY 
Cruising at 180 miles per hour in the Beecheraft twin-engine Duraliner 
flying office of the New York Wire Cloth Co., the firm’s vice-president in 
charge of sales, Stuart M. Jones, keeps abreast of his correspondence and 


other administrative details connected with sales activities thro 


ah the use 


of a Soundscriber Tycoon. The Duraliner also has a ship-to-shore telephone 
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FOUND: 
6.000 Square Feet 
(From page 39) 


policies written by company representatives, despite 
the fact that they are no longer necessary to the opera 
tion procedures ol the COMpPAany. 

SUPA 
stirance COMP ATIGs 


practices ol companies 


Since 


(2) General 
throughout the country. 
are almost all subject to check-ups by the same o 
similar agencies, it has become customary for all firms 
records for se 


available certain types of 


The Bankers Lite Company of course com 


to have 
periods, 
plies with these customs. 


(3) The availability of space and equipment with 
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William (A. Knight. controller of the T: 
Co. is shown seated in his modern off 

a part of the company’s ethic auditing de- 
Mr. Knight i< a past-president of the Societs 


partment. 
of American \ecountant- 


in the Bankers Life organization as it: attects Con 


templated programs. 

Another procedure adopted by Bankers Lite oth 
cialy to help keep abreast of the record storage prob 
limit on how long cet 
retained when they ar 
Forms have been 


lem is aimed at setting a time 
tain types of records are to be 
originally sent to the inactive files. 
distributed throughout the company to be filled out 
by the person who is submitting the documents fon 
filing. These forms call for a statement on how long 
the documents should be retained. 

program has done away 


In all. the destruction 


with approximately 150,000 pounds of paper 
which have replaced it 
documents, about halt of 


The 2; 


miles of microfilm contain 


approximately 5.000,000 


which are checks. 
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Tools of the Offi 


A continuing series 


This month: Typewriters, time recorders, copyholders 
ond wardrobes. 


American Automatic 

Typewriter Co... 

Model 5100 Auto- 
typist 


International Business Machines, inc., 590 Madison Ave., 
New York 


TYPEWRITERS @ IBM Electric Formswriter embodies complete operatin 


controls for fast, economical typing of continuous fantold 


or open-web forms, using either sheet carbon or a rho 
pack. Telescopic shifting arm shifts carbon from one set 
of forms to the next: also is used to change the controllin 
R. C. Allen Business Machines, Inc., Grand Rapids, Mich. stops and length of carbon ile the operat 
@ “Or the many important changes which have taker mains seated at typewriter ims are set on ke 
e in the manufacture of R. ¢ \ien Typewriters voard. If desired, two partial carriage returns and inte 


ng 1950, probably the most important ts the dditiot mediate leithand margin stops can be incorporated 


of an upper universal bar mechanism,” manutacturer = re Formswriter to save tabulating and carriage travel. Palm 


place on the tollowing parts: typ var st. ke lever located ke t st © numera le 
bumper, type rite top racket?! It wddition W tab keys are exclusiy ‘ tho rranwe ent, at | 
prov ients ive be le am tecolir vi t ssirg peration Ivpist merely t es decimal , vir 
arts for fabrication res ‘ ser tolerances. Some to cents—and carriage ve 
the principal it the R. C. A Pvp t ! t position in « ea 
\ e sp , ‘ y a fract \Il extr space ba 
of the rmal d Cia is ‘ Fi vl p l vy eliminated 
easy, unobst ted a lit oth typ bor bodying IBM spacing 4 | 
triple ‘ 1 i \\ er Wi y Executive typewrite M 
( ma rat tn « ‘ . (entu l2 1 t i ‘ ( py ¢ ( 
t s Pr =] the Standard 611 od , t 12 pomt " i ( nt lows Cast ba 
ail luce ‘ i t it t i ‘ It nit 1 36 fext Type 5 p t ast 
' t 7 - it 1 45 All ay upete t © mexpe 
‘ ‘ ister 1 r wor tiset req d 
Phe IBM Pin Feed Platen feeds, aligt 
American Automatic Typewriter Co., 614 No. Carpenter St., egisters marginally-punched fo Fasil 
Chicago th a standard plat t ieaieit. o 
Report that their ne Model 3100) Auto-typist is che le in three degre i ‘ 
( ’ ¢ t ‘ ‘ ‘ lk { t ( er ’ ry tune 
ts of t small tte , ter are t S la nd t | | 
le ‘ tely o \uto-typist rolls mitket iN t lxecutive typewrite 
[yp t vy type ally the na widres salut 
tion and other necessary fill-ins .\s any record roll Remington Rand Inc., 315 Fourth Ave., New Yor 
as needed mav be store or mstant us Designed @ During the past 12 nths, Remington R 
the automatic Operation of any electric typewriter. Usir duced the Reminet RSE | 
a battery of ir of t ne ve in tur poratingy ma wre stiai , ; ty 
out from 3 to 600 personalized letter 1 day I crease output, speed p tik roaden appheations 
\uto-typist operates at the iximum speed of steve for electric typewriters in tod i Se 
electric typewriter is a ied. Maker claims that the type Adjustable Key Dip is as portant contribution to 
riter an be re i thre \utotyvpist r se icin these or de pplica 
in than an it Dimensions, 28" wide 1) leep | t urge percentage of ernie P one ne 
verall height 33”. ¢ ‘ ! nanual typ wher ing manual machines, the dip can be so adju to make 
not being used itematically possible a normal contact with the guide ke and will speed 
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TYPEWRITERS 
Tools of the Office 


up the transition from manual to Electri-conomy. Oper 
ator has the advantage of a normal slope to the keyboard 
and standard arrangement of the characters. Additional! 
means for broadening the practical applications of the 
electric typewriter has been designing of several new and 
distinctive type styles, which foster the quality of indi 
viduality in correspondence. Examples of these are Reming 


ton Rand Type 560, an attractive type of style vh 
combines beauty with grace, and Executype 516, shaded 
book type 

An important factor in speeding production is series 
of repeat keys which operate automatically as long a 


keys are held down. For example, to underscore, operator 
simply holds the under k 


y down rather than stri 
ing it a number of times. Carriage return key, too, has 
repeat mechanism and typewriter will continue to line 
space while key is held down until desired portion o 
page is reached. Repeat space bar and back spacer, whi 
operate in a similar fashion, are also available upon re 
quest 

Optional features are also available. Manual rather 
than an electrified back spacer can be had where hali 
spacing is required for fill-in or corrections. For exten 
sive tabular work, a palm tabulator can be attached to 
machine which minimizes motion by bringing device wit! 
in natural sweeping range of the right hand 


Robotyper Corp., 18050 Ryan Road 
Detroit, Mich. 

@ To help meet the growing scarcity of qualified typists 
and stenographers, and constantly rising costs, Robotyper 
Corp. now offers a complete line of automatic and manual 
repetitive typing equipment Pheir newest addition is 
Tandem-Typer—a mechanism for operating 2, 3, 4 or 5 
electric typewriters manually and in unison from one key 
board. 2, 3, 4 or 5 sets of forms, cards, envelopes, 
abstracts, briefs, scripts, etc., can be produced with only 


s 


one typing. As many as 75 legible carbon copies can le 
obtained at a time. Varying headings or inserts may be 
made with each typewriter by temporarily switching off 


companion machines. One or more typewriters can be 
switched on or off from control buttons on the miastet 


typewriter Price of a 2-typewriter hookup, including 
stands and installation, is $882.50 delivered (less type- 
writers) Federal excise tax exempt In addition to 
Tandem-Typer, Robotyper Corporation also offers the 


standard model Robotyper at $786; the Carlson Para- 
graph Selector Robotyper at $1,450, delivered and in 


stalled; Federal excise tax exempt 


Royal Typewriter Co., Inc., 2 Park Ave., 
New York 
@ This company, through its branches and dealers, intro 
duced a number of new products in 1950. Introduced the 
Royal Electric Typewriter. This new model is standard in 
all respects—with power added. Controls are in the same 
position as the Standard Royal. Keyboard, in position of 
characters and numerals, and position of keys, is the same 
Designed to allow the secretary to switch from a manual- 
ly operated typewriter without a transition period 

Like the big machine, the new Royal Portable (Quiet 


DeLuxe and Arrow) have a complete “Magic” margu 
system with both left and right margins set by new plastic 
controls. New Speed-King Keyboard is identical with the 
office typewriter in positioning of letter and control keys 
and in all dimensions including key size, surface and 
slope 


Roval Continuous Form Typewriter, the result of years 
of research and development, is now available for office 
use Royal announces. It features the use of carbon rib 


bons which feed automatically between the forms, thereby 
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eliminating handling of separate forms and sheets of 
carbon 

“Forms consisting of an original and as many as nine 
duplicates can be typed as easily and quickly as an original 
and one duplicate 

Ribbon well which is atttached to the back of the type 
writer accommodates from one to nine carbon ribbon 
spools, any or all of which may be used for typing a par- 
ticular form, “Because every inch of carbon ribbon is 
f partially unused 


used, there is no waste in the discarding « 


sheets of carbon,” maker claims 


L. C. Smith & Corona Typewriters, Inc., 701 E. Wash. St., 
Syracuse, N. Y. 

@ A unique device, the Page Gage, is Smith-Corona’s 
latest innovation in the typewriter held. The new gage 
indicates exactly how near the typist is to the bottom of 
the page 


his is a feature of Smith-Corona’s new Series 6 office 


typewriter, which reached the market recently 


e device consists of two graduated rings attached 
to the typewriter platen The secretary simply adjusts 
the movable rings to the size paper she is using, and the 


} 


gage does the rest. When typist is two and one-half 
inches from the bottom of the pa 
on the outer scale. To within one-half inch of the paper's 
end, the graduated scale gives the typist her exact posi 
tion 

Ihe scales are graduated for paper lengths 7 to 14 
inches, but the device may be adjusted for shorter or 


a red signal appears 


longer sizes if necessary 

Other new developments on the model will guarantee 
better typing impressions, provide more grip surface, and 
minimize chance of paper slippage by means of 10% 
larger platen 

Non-glare green of the keyboard, and the soft grey of 
the typewriter body will lessen eyestrain for the typist 
Many other improvements are reported 


Underwood Corp., 1 Park Ave., New York 
@ The Underwood Silent Electric was introduced in Ox 
tober 1950. Has all the features of the Underwood All 
Flectric, built inside a soundproof case which makes oper- 
ition inaudible only a short distance from the machine 
During the year, “See-Set” Margins were incorporated 
in Underwood Standard Typewriters. These machines are 
equipped with new front writing scales to assist in ac- 
curately centering headings and balancing short, medium 
letters on stationery. The “See-Set” Margins have 
six colored diamond-shaped symbols, two red, two yellow 
and two blue. By setting the visible margins at these 
, as desired, 


indicators, a five, six or seven inch writing lin 


l ge scales are marked in 


becomes automatic. Paper centerit 
inches to accurately center any width of paper 

During the vear, a new Underwood Deluxe Electric 
[Typewriter was introduced. Quieter operation through in 
ternal cushioning, and keyboard control of margins are two 


new developments 
Underwood reports “a very definite trend toward the 
increased use of electric typwriters.” 


TIME RECORDERS 


Cincinnati Time Recorder Co., Cincinnati, Ohio 
@ “During the past year this company has expanded its 
sales force to the point where it is represented by distribu 
tors in nearly all important market centers. The company 
ing distributors to equip them 
selves with complete Service Departments.” As to changes 
in the product itself, the company has expanded its re- 
search activities and is installing new production equip 
ment as rapidly as it can be procured. New federal regula- 
tions on wages and hours increase the types and number 
of companies that now come under jurisdiction of the law. 
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Typewriters 


(See also Autotypist 
picture on page 51) 


International Business Machines 
Inc. Formswriter 


Trend seems to be toward more complete control, maker 
reports. They expect that the demand for time control 
equipment will increase 

Pheir newest model is the Cincinnati Clipper—a ful 
automatic recorder designed to handle both attendance and 
job cost recording 
up-the-card print—two features which materially increase 
accuracy of recording and ease of compiling payroll and 


Combines consecutive spacing and 


job cost records These two features allow direct sub 
traction, the natural way in computing payroll and job 
cost. Eliminates over-prints and produces perfect registra 
tions always in proper sequence regardless of time elapsed 
between registrations or irregularity of shifts and hours 
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R. C. Allen typewriter 


Underwood Corp. 5 
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L. C. Smith & Corona Series 6 
ty pewriter 


Robotyper Corp.’s Tandem - Typer 


Roval Conti us Forms 


Typewriter 


“nt Electric 


Price $190 f.o.b. Cincinnati. In addition to the Cincinnati 


Clipper, CTR makes a number of other machines for the 
control of time in office, 
stitutions 


industry, school and various in 


International Busi Machi 590 Madi Ave., 
New York 
@ The new IBM electric time 


ordinary alternating current, is inked on a pad, and ts ap 


stamp is controlled by 


plied by hand against any suriace on which a time imprint 
is desired, The time imprint is made by a clock dial with an 
lectrically-driven time pointer, while the date is imprinted 


by means of type wheels. Legends or facsimile signatures 
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TIME RECORDERS 
Tools of the Office 


an be provided by local rubber stamp manufacturers for 
insertion in the face of the stamp 
Other time equipment in the IBM line includes: Electric 


clock, time recording, and time signaling systems with 
electronic self-regulation and wired self-regulation ittend 
wnee time recorders, job cost recorders, consecutive spa 


u time recorders, time stamps, and recording door locks 


Lathem Time Recorder Co., 76 Third St., N. W., Atlanta, Ga. 
@ Designed tor payroll or job time. Time cards covering 


veekly, bi-weekly, semi-monthly, and monthly 
furnished with first day 


pay pe 


riods can be furnishes 
ot pay period starting card. Standard job cards 
synchronous motor 
registration upon imsertion card. No special 
bronze graphite 


turnmished. tlas 


plugs im to standard so 


bearings; automatic ribbon shift; phosphor bronze 


Also make a watehman’s clock, time ard 


related) supplies 


Simplex Time Recorder Co., Gardner, Mass. 
hanges in regular 


re have been no basic ¢ 
orders during the past vear.” Simplex 
dded a revolutionary innovation to 


however ) 
positioning combina 


r. ov Model 4000 


an aulltomatie 
ind job time record 


¢ torm o 
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Clippe 
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Stromberg 


sit ple 1 1 ‘ 1 t 1 
Hstrations on conventiona n re t lel ime Recorder “brings large pay 
edule adjustments.’ roll efficiency to tl i l bi semiutomati 
nd 1 ry | ‘ ‘ schedule. It's con 


liminated throug stepy ‘ 
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nie 


position 


Stromberg Time Corp., 109 Lafayette St.. New York 


Recorder, designed for small payrolls During the year new COPYHOLDERS 


Recorder, designed 


Copy Right Mfg. Co., Inc., 53 Park Place, New York 
@ Chanves involve, bes improve 


ments wed ft 
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ides various mechanical 

m black to grey velvetone 
tensroy ppers at top 
\ big t 1 rm that never | 
] pvholders 


ndoubted|y onsider the 


OFFICE 


ind-th 


bow _ See ot ee) 6) ee me ft SS 7 es - ae ig eo ie, - le 
hie’ Te a ee pa ee ier 4 a: ROO ae 
ee aa | ae oS og. 2 =a Rt a te ae ee eee a 
Ne TAKE 1) ae tS. ae De a bes a aa ee 
ae ; | a. fa eg Beaten <2 ” P ae Ps ae 
a P ; , 
x Pent OS a. ln 
cae’ > 
LL A ; of 
Pe | | 
’ 4 * } 
A —_—_—_———aAa_e_vOvV—VVVV — 
fi oe . 
a a: 4 
¥ a . 
; 2 | 
i . 
a — di e 
OO —“C™sSCSC‘(SCSC‘és 
ec tld 
; ee 
Bx 
; pe ihe 
\ i 
my. 3 Fan 
9 a 
: tod 
: = a4 
; Yo ¥” aa 
. { io 
4 a -_ Ay ——. a 
wm . /, ae 
L type Wheels, ee as 
Zi ricks, and __y , > 
,~\ / ie 
era 5 ae 
4 or oo y+ ha 
We ha alt 
our line i et 
tion pavroll ee : 
i r ry 
| j - 
H ea 
: : 4 Pe us ; . 1 tional Business Machines, Inc. a 
) ., 1 -~/s : 4 f — : Cincinnati a 
‘ . Hi is 9 Us ‘ By Re i Time Re- ‘te 
i S he cy a Z : sirug dt Oe if \ fe Bei « Pa h Time Re- a 
Bx 1G A REROs ec ; Atak § “ae matic, and ihe 
{ ce toy eee te: | a Sa a \ ee \ = rp.< Model e 
\ i Fa a) | i as 
; ae Sra fRe- ; a. hs: 
‘iste ee % oe 
n> te 7 
{ ; , _ 
‘ kt is our Consecumatic k wader, With t it it ! part uy that ¢ yt t_ can y 
di ) mnparativd oe 
aes consecutive re ; ; 
t ‘ eS 
z t mechan ae 
- (overprint of “4 
Sh . ‘ 
Bi. pping of the left | \ rc 
Bete providing automatic self rd 1 t ‘ ‘ . larant sts at 31 io t i 
Si need for an automatic positt recorder that does not Stromberg makes a complete line is time equipment oR, 
i require 4 predetermined gm schedule, maker ut neluding automat av? recorders rb st recorders 
4 | ‘ at S175, this machine is ompletely aut it imMomatic time st 1) entrally ontrolled lock svstems 3 
ae nd program timers <: 
4 we 
ms uw 
4 ee ———_—_--— SS ___ _____ 
a "4 
"a aye 
“f i ee ea 
b ote modets including elie rite miter val YT 1] ringer LE 4 4 * 
: unit in the completely automatic Unispe Time Recor a 
q During the vear the sales { ee is reyrow na pe 
_ facilities expanded to meet increased demand 
ae Chere is ar nereasing Nterest in time equipment x 
eae thee personnel ast shortage of office help increases id 
_- the pin Hl emphasize the need for time efficiency,” f 
1 ot EEE VIANAGEMENT AND EQUIPMENT February, 1951 ss 
= 
4 
a —— ~ae 
~ ; et : ae YY tem iss aan, ee 
rt ae . Vel ee 7 ON nS. : “ee 0 te oe 
mh. 4 ‘eg a a a ee : E: Bt | a 
a, f i oe er we. ty | oe. i: Bet Eee i les 
Se Se i ; Me Sh. ce aed ihe ¥ 1 F 2 
* me) | ae a a: ee pica? ce By i ee ae . 
age Bs — oa ae oe Te el a eb eri a: 


COPYHOLDERS 
Tools of the Oltice 


the time-and-money saving advantages of this device and 
ire installing them,” maker claims 

Principal features: Self-equalizing paper grippers at top 
(claimed to be an exclusive Copy Right patented feature) 
will hold batch of papers or book of uneven thickness from 
holding plate tilts backward or torwat 


to improve badly reflected lighting 


side to side Paper 
Most popular unit for 
general office use ts the 12” model which will accommodat« 
books and sheets of any size up to 12” wide 
Other Models are the 16”, 20", 25", 30” and 36” whic 
ill hold books and a batch of papers of any size up to 
the extreme width indicated by model size 


Bankers Box Co., 720 So. Dearborn St., Chicago 


@ Offer their Liberty copyholder a simple one-piece 
stand for a single sheet steno book, or heavy dire 

tory’. Finished in yvreyv-green enamel, the face of Libert 
opvholder is 7” wide by 9 iwh tase is 5” deep 
Face is properly angled back. Price $1.20 

Hall-Welter Co., Rochester, N. Y. 

@ Report they have just periected the rst truly ‘ 
proot finish tor opvholders, made } 


mtra-red equipment, installed by them. This finish is in the 
shade of grav. resultu nm proper armony vit! t 


ce equipmer 


\t long last the opyholder iw being recognized as a 
Isiness 1 tetally bevound its accey 
p sage and particularily im accounti 
eport work ere copy is often as wide 
Welter say- In sucl opyving a copy 
ult s aluable 
lrror-No mitinites e its tamous balanced-plat 
ple, to w Is ease of operation. Priced 
rom $29.50 through sev to $44.50 for the Model 36 
«nl One Meade vit 7 different sizes. lent db Nod 
Number 12, 16, 20, 24, 28, 32, and 3 
Pres-To-Line, Huntington Park, Calif. 
@ New proved Pres-to-line is now finish 
Can n , sed on bot ind elect ‘ 
rit \\ rh vy Lane s Ov 
et typewriter and they both ¢ to the de 


Right. and clockwi Bankers Box Coos Liberty; Copy 

Right Mfg. Co.'s : copyholder by Rite-Line Corp.: 

Error-No of Hall-Welter Co.: and Pres-to-Line, made by 
Precisioneering Mfrs... Ine. 


1951 


February. 


_— .4 , , . 
28" and 32°) to accommodate all general, legal an 


counting work 


F 1 a 
Prices start at $45.95 and include federal 
excise tax. The trst three sizes are each equipped with a 
pica and elite rule 

\ new tield has been 


the addition o 


opened up by Pres-To-Line sine 


a foot treadle line spacing control,” maker 


laims. Pres-To-l.ine in now be used with key pune! 
machines, bookkeeping mac es nad herever it is neces 
sary wr the operator to have both hands free Prices start 


Replogle Globes, Inc., 315 No. Hoyne Ave., Chicago 
@ The | 1 
to hold a newspaper, stenowrapher’s notebook, or opy 


Model No. 50, price $1 


Newsboy is of all-meta onstruction, can be used 


price her only model 


Rite-Line Corp., 1025 15th St.. N.W., Washington, D. C. 


@ The new Rite-Line Copyholder is now being produc 


it grey color The new color plus improved steel con 
struction are the main improvements for Rite-Line durir 

the past vea rincipal teatures are portability, adjustabl 
to any size copy up to 20°, also made to hold the stenog 
raphers notebook Fair raded at $17.75 with 10 paper 


Right: 
Globe." 


Replogle 


Newsboy 


Lint 
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Lyon Metal Products Co., Aurora, Ill. 
@ Style no. 1010 is a combination wardrobe and supply 


WARDROBES closet measuring 36” wide, 21” deep and 78” high. Has 


one full width shelf at top for hats and packages. Bal 


Tools of the Office ance of cabinet is divided for full length clothing storage 


and office supplies 


Vogel-Peterson Co., 624 So. Michigan Ave., Chicago 

Berger Mfg. Div., Republic Steel Corp., Canton, Ohio @ Describe their Lockerette as follows: durable steel con 

bd This year Berger has standardized its No, 50 gray struction with baked-on enamel finish—olive green, wal 

and No. 51 beige enamel locker shades to conform with nut brown, or grey. No. 6-12 has a capacity for the hats 

the growing demand for lighter finished office equipment coats, and personal property of 12 persons. Lower rack 

All lockers are finished with hard baked-on grey, beige connecting the two columns of lockers is for overshoes 

or neutral green enamel at the same price. Berger Div (see cut). Model 9-12 is an extended model with three 

Says there is a trend “toward providing safe, individual columns of personal lockers with connecting hat, coat 

locker spac a employee to boost morale and overshoes racks to accommodate 18 persons. Sizes 

and loyalty : : No. 6-12, 6 ft, long, 15” deep, and 6 ft. 6” high; No. 9-12 
Principal features of the Type S. S. single tier, standard is 9 ft. long 

louver, general purpose locker: tamperproof, positive pre 

locking mechanism; rubber silencers for quiet operation; 

continuous door strike; rigid frames, reinforced doors, 

ga. doors keep true alignment. Dimen From the left: Lyon Metal Prod- 

18”; depths—12", 15”, 18°; ucts Cows No. LOL0 Combination 

unit; locker units of Berger Mfg. 

Div., Republic Steel Corp.; and 
Vogel-Peterson Co.’s Lockerette 


sturdy hinges; 16 
sions: widths ia. to", 
heights — 60” and 72”: with 6” legs 66” and 78”. Other 
Models: single tier full louvered locker; double — tier 
standard louver locker; double tier full louvered locker; 
and a two person locker 


— 

ADDENDA The current national emergency has caused many 

manufacturers of steel wardrobes and cabinets to 

revise their manufacturing schedules, alloca 

nages originally given over to this production to 
other products 


Not inclueded in January desk feature 


Berger Mfg. Div., Republic Steel Corp., Canton, Ohio 

@ Production of an extensive line of functional offic 

desks and tables was started this past vear to round out 

a complete line of steel off turniture. When the 5,000 One of Berger Mfg. Div. Republic Steel Corp. 
Series desks and tables was designed the prime objective executive desks 

was to develop a line with extreme flexibility, so that 

personnel changes would not render the existing office 

furniture obsolete \ll units including tops, pedestals, legs, 

bases, drawers and accessories are interchangeable. Race 

Ways tor wiring are concealed and the deep roll of front 

includes center drawer and sliding shelves and _ retains 

the beauty of direct, smooth flowing lines and masses 
range of plain and grained finishes are available 

monize with any type of office decoration. Durable “e 
comfort” tops are made in hues which produce the proper 
light reflectance elfminating eye strain \ desk for every 
office capacity has been developed and tables in’ many 
sizes are available, the compeny reports. 


Watch for the April “Tools” feature covering office 
fans and air con ning systems 
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CHEMICALS...A Grea’ NAME IN INDUSTRY 


Greal DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


THE BERT M. MORRIS CO. has been 


extremely careful to design all their MORRIS FOUNTAIN PENS—a mark of distinc- 
desk equipment for sturdy—efficient— tion. The utmost in writing efficiency with 
3 streamlined, smart appearance. A balanced 
pen for long hours of comfortable writing— 
smartness. A rich appointment to any has 5 different quick “thread-in’’ replace- 
executive's desk, yet the complete able points for every purpose. Choice of 
eight colors. 


time saving usage without sacrificing 


setting shown—pen set, memo pad, 
fi phone rest, letter tray, ash tray and 
) book ends, retail for little more than 


the cost of one higher priced,—com- 

; ‘ THERE 1S NO SUBSTITUTE 
parable fountain pen set. FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point iw tested at 
factory bu actual writing 


MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS— BOOK ENDS—MORRIS MORRIS MEMO PADS-avail- MORRIS LETTER TRAY — MORRIS ASH TRAY—A real 
an efficient and economical BOOK-EZE—at last an in- able in two types. With strong two point suspen- He-Man ash tray. Glass 
pen set with thread-in’’ expensive book end to Jewelers Bronze bar that sion allows access from en- lined, perfect for desk or 
point section. A real time match modern office fur- drops as paper is used or tire front and both sides conference table 
and money saver in any niture. standard box style Tiers quickly added. legal 
office or letter size 

BERT M. ORRIS CO. 8651 west THIRD STREET + LOS ANGELES 48, CALIFORNIA 
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SMOOTH 
BEAUTIES! 


Everyone in your office will 
appreciate Weldon Roberts beau- 
ties in erasers that “have everything”: uniform 
beauty, convincing smoothness, precision perform- 
ance.. All of these tangible advantages save time 
and tempers; eliminate “messy” erasing and the 
need of rewriting an entire piece of work. 


There are Weldon Roberts Erasers in styles, 
sizes and textures for your particular 


requirements. Ask your dealer. 


2020. MASTER PINK— 
Medium sized soft 
pink 
eraser 
tica 
pencil work 
for drawing 
for general use 


340 CORAL PINK—A 
soft, smooth pink eraser 
for pencil writing. in 
immensely popular 
“stubby double-bev 
elled shape 


300 TRI-PLY—The original 
superior, 3-layer eraser for 
typists. Two outer plies of 
red pencil-rubber for 
smooth. clean erasures on 
originals and carbon cop 
es, center ply of soft gray 
nk-eraser for a single let 
te > s complete ne 


WELDON ROBERTS RUBBER CO. 


Newark 7, N. J. 


imerica’s Foremost Eraser Specialists 


Walden Roeils 


Correct Mistakes tn Any Language 


OFFICE MANAGEMENT AND EQUIPMENT 


Unnecessary Precision 


(ih rom page $4) 


can so intimidate a stafl that excessive precautionary 
measures will result in much needless expense. A 
mental attitude unconsciousls develops among the 
workers where the avoiding of errors is their primary 
Getting the work out efficiently is rele 
gated to a secondary position in their lives. Here 
again the question “How will it be used?” will deter 
mine whether the job should be checked and the 
degree of thoroughness which should be applied. 

fo a considerable extent the checking of work 
means duplication of effort. and should be reduced 
to an eflective minimum. 


objective. 


Phe cause is largely lack 
ol concentration. Ofhce distractions should) be elimi 
nated whereve: possible. Then if a clerk appears 
habitually unable to concentrate, she should be re 
placed by one who does possess this qualification so 
necessary ino many types of office work. This will 
prove cheaper than continuing to do the job twice. 

How can we get into fighting wim to combat the 
unnecessary ellort that has crept into ofhce procedure 
in recent vearss The most effective method is to 
adopt a hard-boiled challenging attitude toward ever 
job as it comes up for attention, particularly if it has 
sccome Lrozen into our regular routine over a period 
of vears. The longer a job has been done in a certain 
manner, the more we should suspect the possibility 
that there is a better wav of accomplishing it, or of 
cutting out the deadwood and = ftuneus that has 
accumulated over the vears 

Reports of long standing prepared for our own 
executives should be particularl suspect One othe 
manager tells of his sales manager who felt he would 
benefit greatly if certain. statistics were prepared 
monthly so he could analyze them as the need arose 
Phe othece manager lined up the job and turned: it 
over to one of his senior clerks to look after and Keep 
up to date, Some three vears later this clerk came to 
the ofhce manager and said that while he had spent 
several hours each month on the job. the statistics 
thus accumulated had never been called for. On 
pointing this out to the sales manager, and reminding 
him that the work was being done at his urgent 
request, the sales executive admitted that he had tor 
gotten all about it, but would use it in future. so. it 
should be continued 

Many office duties are in that category. The time 
spent in performing them far exceeds the value of 
\t a time 
when cost reduction bulks so largely in the thinking 


their contribution to cthcient management. 


of management, i would be difheult to conceive of 
any better use to which ow powers ol persuasion 
could be put than to Impress Upon our Companys 
othcialy the importance of climinating all ofhce re 
ports and the compilation of statistics where the 
value of their benefits cannot be definitely shown to 
xceed their cost. Cost reduction must. be a coopera 
tive effort, and its ultimate benefits will be in direct 
ratio to the degree of cooperation accorded — the 
project. In many of our offices today, the potential 
savings will surprise even the ofhce managers them 


selves 
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Another made-to-order use for 
Neva-C1oG, the plier-type stapler 


Desk-type staplers are here to stay. But for 
filing that’s another one of those made-to- 
order jobs for NEVA-CLOG, the plier-type! No 


table or desk-top required. And the neatest 
and nearest-in-the-world to ‘‘loss-proot”’ files 
are those in which no fastening device except 
staples is used. 

Filing goes mighty fast with NEva-CLoc. And 
thousands of dealers can sell tens of thousands NEVA-CLOG Model J-30 
of Neva-CLocs if they'll tell office managers Al-o Model J-60 for both permanent and temporary stapling. 
about this better way. We're telling thousands 
of ‘em in Office Management and Equipment. 


February. 
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SMARTLY 
DESIGNED 


Modern Ensemble 


A natural with 
~ Modern Wood 


4807% LA 


Wew 
Taylor patterns 


to make any office 
Comfortable and Efficient 


Clean horizontal lines 
Freedom of movement 
Excellent for small 
private offices, 
reception and con- 
ference rooms. 


Write for name of 
nearest source of supply. 


THE TAYLOR CHAIR COMPANY 


“BEDFORD, OHIO 


rs 
; 


OFFICE MANAGEMENT AND EQUIPMENT 


Wage Stabilization 
(From page 31) 


dexterity, analytical demand, supervision, accuracy, 
ete. Such descriptions demonstrate, for example, which 
“stenographers” are actually performing the duties of 
a private secretary, and which “bookkeepers” deserve 
an accountant’s title and pay. By the same token, 
they reveal instances of overpayment, which, in the 
company’s interest and in that of employees who may 
feel discrimination, should be brought back in line 
through promotions or when replacements are made. 
Job descriptions are also the only practical basis 
for comparing wages and salaries with those paid by 
other companies in the area, which is competitively 
important as well as something the stabilization au- 
thorities will want to know when, and if, you make 
application for approval of a wage increase. Job 
titles alone will not suffice for either purpose. 

When comparing your company’s wages with those 
paid by other firms, be sure to base your study as 
much as possible on comparable jobs. You can’t com- 
pare a junior secretary in your organization with an 
editor's secretary in another: the latter may perform 
editorial duties, deal with printers, order engravings, 
while the former may merely handle routine corre 
spondence. It is also important to base the inter 
company comparison on a scope of jobs—from office 
boy to accountant, from typist to executive's secre 
tary. 

When the comparison is finished, the company 
must decide where it wants to stand, pay-wise, in the 
community. Is its policy to pay the best wage scales, 
to be the leader? Is it in a low-margin industry, 
necessitating minimum pay? Or does it wish to fol- 
low a middle course—neither low nor high? Since 
stabilization “freezes” the results, it is obvious that 
such decision must not be lightly made. 

Phe job’ evaluation expert uses a scatter diagram 
as the basis for the formal wage and salary structure. 
All the company’s jobs in the selected scope are pin- 
pointed on a chart, to see where they come in rela- 
tion to each other and to the other companies in 
the area. The final step is to regroup these jobs 
into “salary grades” which meet the following prin 
ciples 


1. That grades markedly differentiate between skills, so that 
an eflective salary Classification is develeped 
That there is a differentiation between salaries for each 
grade, in order to pay for skill differentials, as well as to 
provide opportunities for promotion 
That the salary ranges within grades permit merit rating, 
so that the exceptional employee may be paid more than 
the normal worker for the same operation 
That the salary structure reflects the position in the com 


munity which the company wishes to maintain 


The result is a serics of steps, each appropriately 
higher than the one before it, and cach providing 
a range in pay between the starting rate for that job 
and the maximum that can be paid without lifting 
the highest paid incumbent in one grade above the 
minimum in the next. Merit rating, which is a 
periodic re-evaluation of the individual employee's 


(To page 2) 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive desks and chairs, office safes, 
supply cabinets, and check devices. 


FEBRUARY 
I'ypewriters, copy holders, time record 
ers, wardrobes and lockers 

MARCH 
No “Tools” feature this month. In- 


stead, special round-up feature article 
on current duplicating machine appli- 
it 


cations 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers 


MAY 
Floor covering, maHroom equipment 
and machines 

JUNE 


Duplicating machines, photocopying 
equipment, and whiteprinters 


JULY 
Bookkeeping machines, payroll ma 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners 


AUGUST 
Staplers, numbering machines, and sec- 
retarial posture chairs 
SEPTEMBER 


Adding and calculating machines, 
microfilm equipment, and dictating ma 


chines 


OCTOBER 


Desk lamps, office lighting fixtures, 


and visible index units. 


NOVEMBER 


File cabinets and transfer files 


DECEMBER 


Executive desks and supply cabinets 
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One 
simple change... 


gives you better photocopies 


NEXT TIME... insteadof ordering 
“paper” for your office photocopier. 
make it a point to specify new 
Kodagraph Contact Paper. 

Youll know this change is for the 
better when you see your first batch 
of photocopies. Your letters, charts, 
and other work wiil be reproduced 
in dense photographic blacks, clean 
whites . . . with new sparkle and 
legibility. Easier on the eyes, defi- 
nitely ... and Kodagraph Contact 


Paper is much easier for your op- 
erator to process, too. 

Trial-and-error testing . . . and 
split-second timing are things of 
the past, because this new Kodak 
paper has wide latitude and amaz- 
ing uniformity—from sheet to 
sheet, pack: ge to package. This, of 
course, cuts your re-make costs. 

But see for yourself. Just specify 
new, low-cost Kodagraph Contact 
Paper next time! 


(XKodagraphi Contac? Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE-COPY FIELD 


Mail coupon for 
free booklet 


EASTMAN KODAK COMPANY ** 
Industrial Photographic Division 


Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper 


Name i ee 
De partment — 


Company — . —— 


Steet 
City _Zone 
State —— —_—_—_—__—_—.. 
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Make 
long 
Story 
SHORT! 


Use... 


Saisie 


One-Time 
Carbon-Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


~ 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
i 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a Suapsasy 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


ome DEPT. M, GAVRIN PRESS BLDG. 
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(From page bo) 

skill and contribution, is a method frequently tol- 
lowed for raising the individual within the grade. 
Having a range for each grade also allows the em 
plover to pay exceptional employees above the aver 
age for the grade, without changing job-content. 

During World War Il, companies which had an 
established practice of merit’ increases within the 
rate-range for the grade were subjected to only 
nominal restrictions in continuing the practice. Pre 
sumably much the same policy will govern in’ the 
present CMCTeCHCs, because it conforms with sound 
principles of wage and salary administration 


Under stabilization, the company without an exist 
ing higher classification had to apply for permission 
to promote an employee to a higher-paid job. Phe 
formal wage and salary structures take promotions 
into account, providing that when an exceptional 
cmplovee moves through the range specified tor the 
job, he can be clevated to another job requiring 
greater skill ay soon ays Opportunity permits 

The ftormal structure has this value. over and 
above stabilization requirements, of plotting the path 
to higher positions, and of defining the needs ton 
proper training. [It also gives employees an incentive 
to excel and move ahead 

\ formal promotion plan is essential, especially im 
large organizations, where some cmplovees tend to 
Lecome “lost, and where there is olten a tendency 
on the part ol departinent heads to hold back de 
pendable subordinates instead of recommending them 


fon promotion 


PREVENTING OVERPAYMENT FOR JOBS 
The rush to evaluate office jobs, due to wage and 
salary stabilization, will show many emplovers that 
certain individuals on thei payrolls arc being paid 
lar bevond the value of their jobs. As a rule, such 


cases fall into one of three categorics 


Old-time ecmplo ‘ vhiose periods lene 
creases have t 1 we the topo 


bAceptional empleo s who should | 


Employees in eit! 


vr of the first two rerktpos can be 
promoted to new positions where the work ts 
keeping with their present rate of par 1 hose 
Group 4 are the truly “overpaid” cimplovees, ti 
treated as individual cases. The climination of 
paid jobs is usually a long-range problem 
solved through promotion and turnover, and through 
pres Hting othe emplovees from acquiring th sani 
erpaid status 
Ihe wage administration program should “show 
up unqualified personnel before they acquire per 
manenoy, by focussing attention on these poorer 
workers so that they can be trained and helped ahe ad 
ind by facilitating their termination in the event 
such methods do not help them succeed 
Starting yates must be high enough to attract the 
caliber of emplovees whom vou wish to hire, con 
sistent with vour high, low, or middle-ground policy 


ol compensation \s a safeguard, vour wage admin 
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ROTARY FILES offer greater efficiency . . . convenience . . . accessibility 
for your Stock Control, Inventory, Purchase, Production, Cost, Sales, 
Payroll, Personnel, Credit records, etc. The FERRIS ROTARY FILE 
is unequalled because FERRIS is the only rotary file that permits 
cross-filing and complete indexing! It eliminates punched cards, belts, 


mi clips, rods—awkward fastening devices. Transfer your present cards 
ae instantly into removable trays. Filing is quicker ... easier for your 
‘a operator. You save Time, Wasted Motion, Floor Space and above 
q ) all Cost! 


* Collapsible table folds out of way. 


If you do nof have enough cards to fill two 
Ferris Rotary Files, yet too many for one, it con 
be increased to the desired size by adding one 


inch or more to the width. 


Instant removal of one card 
or a full rack... use 
your present cards. 


Special compression block 
for tabulating cards. 


Rotary trays lock in posi 
tion . . . cannot roll 


back. 


Finger-tip contro! . . . lock 
ing slide cover keeps 
your records safe. 


DEALERS ,,. Gitractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONN. 
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STROMAL 


'' marking crayons 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable — permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 

. 1—For general checking 


. 1—CT SPECIAL—For China, Tin and other 
smooth surfaces 

. 2—For general marking and express packages 
- 3—Bowling Alley crayon, round or hexagonal 
. 4—For Glass, Cellophane, Plastics, Wax Paper 
. 5—For Leather, Fabrics, miscellaneous marking 
. 9—For marking Dry Lumber 
. 11—For marking Rubber 

29—For Green, Wet or Dry Lumber 


No. 295 —For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO 


4] East 42nd St., New York 17, N.Y. | 


: 


istration program would require your supervisors to 
pass judgment on all new emplovees during and 
after the probation period—a form of merit-rating 
which applies specificaliy to the breaking-in stage. 
This supervisory check-up will remove the undesir- 
ables who otherwise would remain on the payroll and 
become permanent liabilities. 

World War IL experience proved that a formal 
wage and salary classification system is as helpful to 
employers as it is to government stabilizers. In the 
present emergency, a partially outmoded pattern is 
better than none—but a complete, current, up-to-date 
plan is your best assurance of prompt and equitable 
consideration by the Wage and Salary Stabilization 
administrators of 1a5y1 and alter 


Wartime Systems 
(from page 36) 


tions, applicable to individual companies, which 
would lead to the same result. Since the planning 
must contemplate a period when your manpower will 
be down to almost skeleton size and later even to the 
point where only the barest minimum of transactions 
can be handled, it would be well to keep this thought 
in mind and tie it in with the plan for orderly aban 
donment of functions, as conditions grow worse. This 
same condition holds true as needless clerical routines 
or individual operations are abandoned or where man 
agement’s requirements are altered sufhciently to make 
important savings possible through the adoption of 
improved systems 

By the time we reach the second period of our time 
sequence division, when we have full mobilization 
short of hostilities or bombing in this country, your 
plans should be fully developed and all preliminary 
actions taken. 

1. If you have postponed important decisions and 
action until this time, in order to see how things 
developed, vou may now be unable to do all 
that is necessary, due to limitation of time, man 
power, equipment, and supplies. All businesses 
which have not planned, or have planned in- 
correctly, will, at this point, engage in a stam- 
pede to cover themselves as far as possible. 

In this period, you will begin to operate on an 
austerity basis as far as personnel is concerned 

or be starting a partial evacuation of your 
staff if the plan calls for one. Accordingly, it will 
now be most difficult to try to set up any systems 
or procedures to accommodate changed condi 
tions—vour methods staff and your operating 
stall will be short handed, and making any 
changes, even though time-saving is eventually 
achieved, will be plenty tough. 

Therefore, we can see that this second period 
should be one in which the company (and the na 
tion) begin to reap the rewards of the over-all plan 
ning, the new or revised systems and procedures, and 
the advance training which was done during the first 
period to insure that the transition into this mobiliza- 
tion period would be without unnecessary complica- 
tions. 

When we reach the third stage of our time sequence, 
where the country is under attack by bombing or im- 
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Here’s How a Plumbing Supply House Looks 
Equipped for a “Better Business Living” 


Courtesy 
Midland Plumbing Supply Co., 
East St. Louis, Ill. 


with INVINCIBLE METAL FURNITURE 


e Regardless of office size or kind of business, you'll 
find INVINCIBLE metal furniture is planned to help 
you improve your office efficiency, reduce all-day 
fatigue, expedite office procedures. 


INVINCIBLE “Modernaire”’ steel office furniture 
is designed with your needs in mind — to reduce ad- 
ministrative costs by improving your business living 
conditions. It provides all day working comfort, pleas- 
ing appearance and extreme durability at a down-to- 
earth price. 


Investigate INVINCIBLE steel office furniture. 
Have your nearest INVINCIBLE dealer show you all 
the advantages of the line, help you plan your office 
at no obligation. You'll like the results. Write for 
complete information. 


+ 


Exctustre! 


Concealed Safe Unit is a pat- 
ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 
offers security for valuables 


\ and papers in home or office. 


INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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vasion of our cities, The main problem will be whethe 
or not to attempt the continuance of operations, either 
at sour regular locations or your sale-area substitute 
SITES. Also, to provide for the safeguarding ol the 
current records of these operations, day by day, in the 
event vour business locations are destroved while vou 
are so operating. 

While it is realized that your master plan cannot 
contemplate with any degree of real accuracy the ex 
tent or severity of conditions or of many of the re 
lated complications under which you must operat 
there are still many points at which advance planning 
can be of great assistance to vou 

For instance, vou will have already decided upon 
the order in which operations will be reduced or dis 
continued, in order that your Company may derive 
the maximum benefit from the risks which vour per 
sonnel may take in carrying on during such a period 
Since we have no assurance that such a period will be 
even as relatively short as that which English business 
had to live and carry on through during the last war 
itis apparent that advance planning and the prepara 
tion ob standby procedures Is necessary tO otsure a 
properly balanced operation, no matter how drastic 
ally reduced its is The necessity, for onthe spot dec 
sions during this period—or of requiring that vou 
personnel look to headquarters for authority to act 
as conditions become known, should be reduced to a 
minimum. In fact, restrictions on or disruption of 
communication and transportation systems may force 
vou into a full reliance upon whatever planning guide 
lines vou have previously agreed upon 


Again in this period, ay in the one previously de 
scribed, there will be no time or personnel available 
io work out new procedures or issuc detailed instruc 
tions. Therefore, if vou do not already have vou 
plans made and instructions written up ino advance, 
vou will be forced to operate ona catch-as-catch-can 
basis, just when you are in the greatest need tor eff 
ciency in order to make your available manpower and 
facilities do the most good and cover the most essen 
tial ground 

BUSINESS SURVIVAL 

In considering the fourth state in the time sequence, 
where we plan for business survival of an atomi dis 
ter, we again find a great need tor advance plan 
ning, although here it mav be more dithcult to deter 
mine in advance what pre-written: procedures are r¢ 
quired to back it up. Since the element of time urg 
ency is sull present, however, w« should do as much 
as possible along these lines 

First in the order of importance ino such planning 
would be the basic plans which the present board of 
directors of your Company will set for starting the 
COMpany Up again, and tor setting the bast pattern 
ot tuture Operations 

In working up your plan for revival of all or part 
of vour business after an atomic disaster, vou might 
twain go back to use of the technique described earlier 
lake vour balance sheet and other basic data, run 
through it and for each item determine how vou 
would stand. For example do vou know what vou 
bank plans to do to honor vour checks if the bank has 
been bombed out? Most banks have done a lor of 


guBlic 


321 East 51st Street 
*e, AT yor” 


To American Business Executives: 


The GOVERNMENT is interested in what you MAKE and what you CAN MAKE. Your Government Relations 
are of prime importance to your sales and procurement. Evelyn Lawson Associates has established contacts 
in Washington whose job it is to see that you receive all the government consideration to which you are en- 
titled. Your Government Relations can be established on a permanent basis, quickly and inexpensively 
through our “know how” and Government contacts. This new service includes: 


1—Preparation of the description of your products 
and qualifications for the handling of govern- 
ment orders. 


—The proper filing and carrythrough until such 
time as the desired orders are obtained. 


3—The location of basic material through sources 
other than your own to hold production until 
permanent sources can be established. 


in your orders and procurement, contact us at once. 


(Correspondence to New York Office please} 


EVELYN LAWSON ASSOCIATES 


Industrial Public Relations 


Washington Associate 
Mr. John Jaquith, 1010 16th St., N.W., Washington, D. C. 


If you are interested in having engineers with substantial government experience, take a persona! interest 


OFFICE MANAGEMENT AND EQUIPMENT 


EL. 5-4773 New York, N. Y. 


4—List of Prime contracts to be used for obtaining 
sub-contracts. 


5—The immediate discounting of your bills. 


6—Our own publicity and public relations service 
that we have successfully maintained for many 
years. 


Sincerely. 


C velsyo Lowe, 


1951 


Februars. 
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investment 
in 
PERMANENT 


VICTOR 
CERTIFIED® 


SAFES 


Victor Filing Safes give you Certified 

low-cost protection for your irre- 

placeable records and valuable papers 

against the ever-present danger of 

fire. Tested in both the Fire 

Underwriter’s and Victor laboratories 

these safes are also certified by 

= the S.M.N.A. to protect paper contents 
zap from severe heat reaching 2000 

fe wATIONAL mentee Fahrenheit, or as ane In 


syReRs 
Se youc ee SAE art 
as 


CLASS A — 4 HOUR SAFE 


eat ns ene CoN grades for 1, 2, and 4 hour protection 
to suit your individual needs — 
see them at your dealers today. | 


A Ratine 


Cirririep: All Victor Safes bear the Under- 
writers label, the S.M.N.A. label, and Victor's own 
label, certifying them to be effective in withstanding 
severe heat reaching from 1700° F. to 2000° F. for 
from one to four hours, dependent upon the indi- 
vidual classification of the safe. 


North Tonawanda, New York 
CLASS 8 


CLASS C 
2 HOUR SAFE 1 HOUR SAFE 
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Save Time 


WITH THE 
YELLOW BOX LINE 
"In thousands of busy offices the 
j Yellow Box Line of paper fasten- 
% y ing devices is standard equip- le 
ment—each item is designed for 


fast, easy attachment—carefully 


made, inspected and packed to a 
‘ 

give a full count of usable time- 

savers." © it 


Why not ask them 
now, and then incorporate the answer in your plan 

As vou go down the list) vou will want to arrangs 
in advance for a suthciently large and diversified List 


sound planning along these lines. 


ol check sIghers, persons empowered to negotiate 
loans, etc. It will be difhcult to sav the least, to con 
vene a board of directors’ meeting and empower new 
signators and the like in a hurry, alter an atomic 
bomb has wiped out a portion of your personne! 
It is this type ot advance planning which wall cost 
relatively Hitthe now. but may mean the difference 
between your companys getting back into operation 
promptly and. efhcient!,—or only alter a long and 
costly delay 

I will not attempt here to enumerate the things 
which mist be planned lor. in this fourth stage. 
vou run down vour check lists, vour job descriptions 


etc. and make a thorough analysis of what must be 


done, | am sure you will pick them all up. Do nor 

egleat the consideration of mans small items which 
may be no problem today but which may stop vou 
cold if not planned for in advance. For example do 
vou have a supply of blank business forms stored away 
salelve HE not. vou can hardly expect th best laid 
plans to get off to a vood start without forms with 
which to work. Uhis one litthe point, plus the inabil 
ity ol printers to help vou out ata crucial time such 
as this might have far-reaching consequences. With 
out the time and facilities of vour legal stall, vou 
forms design group, and your printing facilities, the 
COMP ATIN TAs get into a number of costly situations 
as well ay certainly being required to take tar longer 
to handle whatever work it is carrving on at any point 
in the country. 


PEOPLE IN THE NEWS 


\ veteran of 31 years with the company, ae T. Durkee 


as recently been appointed controller « the General 
Petroleum Corp., Ios Angeles. according to R. L. Minck- 
ler, president. In his new duties, Mr. Durkee will assume 
some of the responsibilities of Wesley Cunningham, treas 


Distributed by quota allotment [ 
due to shortages of ma‘erial 


and government restrictions. 


STANDARDIZE ON THE | 


OAKVILLE YELLOW BON LINE & 


rete. 


‘OAKVILLE COMPANY DIVISION 
~reauseee"" SCOVILL MANUFACTURING COMPANY 


2 Waterbury 20, Connecticut 
y NEW YORK + PHILADELPHIA « BOSTON 
ae CHICAGO « SAN FRANCISCO 
quae eeee in CANADA: Brown Bros., LTD., TORONTO 2 


and member of the board, to whom Mr. Durkee will 


In the new personnel alignment of the controller's de 
partment, Hi. D. Osborn continues as assistant controller 
[wo new assistant controllers have been appointed. They 


are Gordon D. Campbell and Howard W. Wilson, both 


of whom have been with the company for many years 


John Mayer and Charles N. Sumwalt have recently been 
appointed to new positions with the McBee Co., Athens, O., 
Mr. Mayer as regional manager with a territory covering 
Massachusetts, Maine, New Hampshire, and Rhode Island, 
and Mr. Sumwalt as St. Louis regional manager with a 
territory extending far and including Memphis, Tenn 

The McBee company manufacture special accounting 
iorms and equipment 


B. W. Lawrenz has recently been appointed personnel 
director of the Victor Adding Machine Co., 3900 North 
Rockwell St., Chicago, succeeding George Turner, a vice- 
president of that company, who will now be free to handle 
specialized problems in the field of industrial relations 

Mr. Lawrenz, with the company for ten years, has been 
assistant personnel director since 1943 


OFFICE MANAGEMENT AND EQUIPMENT February, 1951 


i a a oe . a. > re. ears: / ee | eee 
Pap is eed ae Bebo alte ae a oat a 4 “Ag + oe 
* =] ie é me : a eae ae ws a eee — a eae, ¢ Ate, eid ie. ie “a a eae a : Ree 
a i nrmrmetio * 
ti ie 
' 4 i 7 
A) : 
Y f, ) fa) \ a ys 
F y (4 i] a 2 
j \ : : jae 
| /\\ eh Ae se i: 
W ~~ ff LWCAP AAI 2 
“f a y ( | ef 
* = \ j, | The 
— ! | a 
4 S} Qa ; 
* F <. ty . 
: a : 
ic BRK Z : 
; ~>"S 
Zi —_ 
q Zo Sg. 2. é 
a ~~ SS - eave " % a > A _ 
4 eee @e Peas & 7 ei 
~” % 4 eae 
- hi Ox Yap o- be 
z Sa - ar. ee 
a Le 00, OR” 1a 
| 2D . 
x Vv as, an se 
iy te & ¥ 
a qr ‘ft 
te eee . 
| a x. i 
‘ly | 8, 
| 5 iG i 
% brah 
Final Article in’ March Issue Pee 
ee 3 
ay 
ee 2 
a 
‘7 ee vat 
| re ae 
~ | — ee ria 
ee | | aed 
es ee se 
: Po 
4a = : 
- a | 
sn eS 
4 . SL 
. 68 a 
3 re. 
Bai mets ae ili aN 
a . ire «aso se ae) | | eee 
cE aa. st roe .— a 
ae es ss beemecweg re = is ee Nf EN : “ee ee te 
ct a TS Set “AT Pa ae a * 1” al ee Pevitef ry = aaa ap ee 


Better Management — 1951 


That's the all-important theme of the 


9th ANNUAL MIDWEST SEMINAR 
AND 


OFFICE EQUIPMENT DISPLAY 


FEBRUARY 26, 27, 28 and MARCH 1 
STEVENS HOTEL 


Sponsored by 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


(Chicago Chapter of National Office Management Association) 


NORTHWESTERN UNIVERSITY 


PROGRAM 
Monday Noon, February 26 Tuesday Afternoon, February 27 
Annual Luncheon A LOOK AT THE MANPOWER PROBLEM 
THE PROBLEMS OF MANAGEMENT Wednesday Morning, February 28 
1:30 P.M. ESTABLISHING A BUDGET 
' and 
OFFICE EQI\JIPMENT DISPLAY OPENING WE HAVE A BUDGET—WHAT NOW 
Monday Aiternoon, February 26 Wednesday Afternoon, February 28 


MANAGEMENT PLANNING AND CONTROL THE OBLIGATION OF MANAGEMENT TO 


, BE COMPETENT 
Tuesday Morning, February 27 and 
HOW TO CONTROL THE APPLICATION OF DEVELOPMENT OF YOUNG EXECUTIVES 
PRODUCTIVE MAN HOURS 
and Wednesday Evening, February 28 
HOW TO CONTROL METHODS Annual Banquet 


Attendance at the Seminar by supervisory personnel is of vital importance. Practical application and 
operation of company policy at the employee level is an essential responsibility of supervisors. Office 
managers are urged to REGISTER their SUPERVISORS EARLY. 


For Full Information on all phases of the Seminar 


OFFICE SUPPLY HOUSE 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 
(Chicago Chapter of NATIONAL OFFICE MANAGEMENT ASSOCIATION) 


and other activities call or write: OFFICE EQUIPMENT DISPLAY 
Office Management Association of Chicago IN CONJUNCTION WITH 
105 W. Madison Street SEMINAR 
Chicago 2, Illinois 72 exhibitors will show the latest in office 
ADMISSION BY TICKET ONLY — _— = prtmgg 38,000 
es SECURE YOURS FROM YOUR Gun stunted wl gaed aie. 1 
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PEOPLE IN THE NEWS 


GOT THESE OFFICE 
PENCIL WOES? 


Thomas J. Watson, chairman of the board, and John 
G. Phillips, president of the International Business Ma- 
chines Corp., New York, were the main speakers at re 
ently held two-day conference at the IBM plant at Endi 


1 
ya 


ou, XN. ¥ Approximately 250 eld engineer ind top 
xecutives attended the conterence, whicl - held as part 


j $ tfectiveness 1 Tinie vit t nation prep 
q 


wram 


Recent appomtments made by the Addressograph-Multi- 
graph Corp., Cleveland, included those ot W. H. Cool as 
issistant Addressogr ip sales manager; Kenneth L. Mar- 
shall, named manaver of thre ompany's mechanical set ‘ 
lepartment, and B. J. Stone, who becomes branch mar 

rr the company’s Washington, D. ¢ 1 


WEAK LEADS... 
that flake and break? 


a2 


=4-9°6==-N\ 


is 


Le 
= a 


Hc D. A. Ealy has been named manager of the Uti x.y 
‘ x ranch of the Underwood Corp., 1 lark \ve.. Ne York ; 
F = wed 1 J. Middlien bas bccn appomted to manay F 
lu ompanyv s ill River iss rat \1 1 ment { 
5 lis I Fall | M 
genre > ule ently by W. FF. Arnold e-president ar 
jz eraren | jay ie 
en oes a 5 
F | 


The Remineton Air Conditioning division ot the Rem- 


GRITTY POINTS... 


‘ os = ington Corp., Auburn, N. Y., announces the appointment + a 
that scratch and catch ? let % the following met Kenneth E. Latimer as treasurer 7 
; Harry S. Traynor, coordinator of military business for the ; 
4 rs ompany; and John E. Shroeder, who assumes managet 
un hip i the recently established materials department 
P= Herbert 1.. Laube, president, announced the appointment: 
iS 
& 
e bn 
: 2 
. bee] ds 
: mt ASSOCIATION NEWS i 
—_ Le . 
re MESSY ERASERS... National Office Management Association annou: . ee 
ts that smear and smudge? SRR GR RRL EI BE SEE NETS GRR Re ROT il 
: ! Id this spring in t south. The prograr mtent 


Conducted bv ¢ FF. Fleckenstein, Standard Accident In 
surance Co.. Detroit, the rst of the serres will be held at 
Ne Orleans, la. Marc sth-31st The second clini 


eduled f the Wort Hotel, Fort Wort Tex. Ap 


Convert All These ‘Trials’ 
Into Satisfied Smiles 


Give your Office Personnel 


GENERAL'S ~ceno-weie eencus a 


Extra-Smooth - Extra-Strong 
Semi-Hex Office Pencil 5 degrees: No. !-2-2 2/4-3-4 
Color-Tex 6th-7th, and the third will be held at the O. Henry Hote 
Thin Lead Colored Pencils Greensboro, N. C. on April 13th-14tl 
(Wet-Proof} 
In sets of 12 and 24 assorted brilliant colors 


Pr 


C. F. Fleckenstein 


In addition to keynote speeches by leading authorities 


it 


is expected that each clinic will cover such subjects 
ORDER THEM FROM YOUR DEALER s forms control, reproduction processes, quality ontrol 


vork simplification, and many others 


Information is available from Forrest Buchanan, Stand 


tak. ae a < 
a ™ WSF9 ard Register Co.. New Orleans, La.; Joseph S. Pieringer, 


GENERAL PENCIL COMPANY Commercial Standard Insurance Co., Forth Worth, Tex 


( fro oustor caries Standard Heostery Mills 
67-73 FLEET STREET, JERSEY CITY 6, N. J. and from J. Houston Bar tandar | I 
Inc., Burlington, N. ¢ 
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Sanitouch 
Moistener 


Ideol 


Beautiful Handi-Pen desk sets for easy, effortless Moistener 


writing. A complete line of moisteners to fit any need, 
Time-saving Kleeradesk. Heavy-duty Cata-Rack for 
catalogs and books. All these aids and more too make 
up the Sengbusch line 

Sound design and attractive styling make them easy 
to use. Your office workers get more work done with 
greater speed and greater neatness. 

This improved efficiency is easy to obtain. Just ask 
your stationer for the complete Sengbusch line. It is 


Klerodesk 


No-Over-Flo 

attractively priced — saves you money as well as time. Sponge Cup 
3 (Steel and 

Steeless) 


Donglot SELF-CLOSING INKSTAND CO. , 121 sensbusch aids. + milwoukee 5, Wis. 


PLYMOUTH 
Feo pot mri 


“OUTLAST. 
QUTSELL.. 


a aur, 


PLYMOUTH RUBBER COMPANY, INC. | 
‘FOUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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COMING EVENTS 


“thetter 
than ever”’ 


National Educators Association February 17th-20th 
in Assn. of School Administration Convention 
Atlant City, N. J 


Office Management Association of Chicago 
February 26th- March Ist 
1951 Office Equipment Display & Seminar 
Stevens Hotel, Chicago 
National Secretaries Association March 9th-11th 
Ne York State Meeti 
New Yorker Hotel, New 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment [xposition 
7ist Regiment Armory, New York 
Life Office Management Association..May 21st-22nd 
Spring Conterence 
Mayflower Hote!, Washington, D. C. 
American Association of Railroads. .June 11th-14th 
5th Annual Convention — Accounting Division 
Hotel Biltmore, New York 
Life Office Management Assn.. September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


Baskets 


American Management Association— 
Divisional Conferences 
Personnel ere ........¥ebruary 26th-28th 
Palmer House, Chicago 
err 


reduce 


ee eee 


: Packaging..... ee April 17th-20th 

New Vul-Cots give you life- Auditorium, Atlantic City, N. J. 

time service—colors don't ARE Tee Ey mee ..May 14th-15th 

chip off. rims don't break. Statler Hotel, New York 

Shade of herd. wicenized General Management.................. .June 7th-8th 
~ Waldorf Astoria, New York 


fibre they are light weight, National Association of Cost Accountants 
noiseless, durable and at- Regional Cost Conference March 30th-31st 
tractive. Our exclusive Hotel Paintlind, Grand Rapids, Mich 
bonded seam _ construction Regional Cost Conference April 6th 7th 


The Round Taper—most 


popular of all Vul-Cots for gives added strength—im- Shamrock Hotel, Houston, Tex. 
general office use. Takes proves appearance. Easy to International Cost Conference June 24th-27th 
up smoll space, is neat and Palmer House, Chicago 
cdenittian Cas dias: Ce. handle—eosy to dean. They 
2 and 3. don't ceack, splinter, dent, 
’ The Square Taper—a ‘ust or corrode ... are guar- ASSOCIATION NEWS 
distinctive style, popular anteed for 5 years. Vul-Cots 
with executives and ideal . ; ‘ 
fer reception or boord cut your maintenance and re- he February meeting of the Records Management As- 
rooms, One siee, Mo. 5 placement costs. Write today sociation of New York, held at the Hotel Martinique, 
‘ a ¢ TY! : sa > 
for catalo ri h t ieatured a talk on The Need for Electronics in Record 
ped —— ae a Systems” by David V. Savidge, Remington Rand, Inc 
specially designed for —Dept. OM-2. The March meeting will be an open one devoted to 


washrooms, basements, 
ticker rooms, lobbies, ship- 
ping and mailing rooms. 
Two sizes. Nos. 9 and 10. 


ound table discussions and an exchange of ideas by 


members 


National Association of Cost Accountants announces that 
its chapters will hold business shows during the spring 


Colors—All sizes made in standard colors—maroon- months. Scheduled so far are Indianapolis, April I1]th-13th; 
brown and olive-green. Gray also available for use Columbus, Ga April 19th-21lst, and Los Angeles, April 
with gray office furniture. 24th-27th. For other meetings of the NACA, see the calen 


dar listing in this issue 


i Ce | tio Fri al Newark, N. J. chapter of the National Office Manage 


ment Association, meeting recently at the Military Park 


% 
“VULCANIZED FIBRE co. an, —— deniquened the eng as ——— 
hei Wilmington rs De ? teh li members were given the opportunitv of invi 


(To page 79) 
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Weary, dog-eared folder tabs are difficult to read — offer a quick and simple remedy—just slip a strip in- It's just as easy as ordinary labeling it makes worn 
quickly become a nuisance to office personnel. _to a typewriter... type the headings... and stick them folders as good as new gives long-lasting triple 
Dennison new Reinforced Tab Labels........ over the old folder tab. Strength to new folders. 


NEW! Reinforced File Folder Tab Labels 


Here's why you should use Dennison Reinforced File Folder 
Tab Labels 


@ Make worn folders as good as new. 
Reinforce new folder tabs while labeling. 
Form a triple strength tab for long wear. 


Ready to use in easy-to-type strips. 


8 colors for easy subject classification. } 
Fit all '4 cut folders. ibe UN 4 es | 


No ridges to catch on papers. 


Order a supply of Dennison Reinforced File Folder Tab 


Labels from your stationer today. 
For free samples, write Dennison, 


Dept. OM, Framingham, Mass. 


KEE ]ox, | 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The Combination gives a per- The NEW Kee Lectric Carbon is built up with Tissue Spe- 
fect sheet of Carbon for this : 3 é 

extra hard use. The percent- cially made for the above machines then coated with a New 
age of saving ts surprising. “ ¢ _ 

Send for samples. No oblige- Scientific coating for wear and cleanliness. 

tion whatever. 


- SS cee 
Kee Lox Mfg. Co. = | 
Kee Lox Manufacturing Co. j Rochester 1,.N. Y., U.S. A. 
Rochester 1, N. | ae S. A. Yes, Please send Free Samples. No obligation. | 
Branches in Most Cities | Size used: \ 
o | Firm: y 
Address: . | 
A Few Districts in Foreign Countries Still Open | 
for Exclusive Distributi | | 
I 8 Ata steias coon Cae aed oe 
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NOMA a ee ae PEOPLE IN THE NEWS 


Announcing a Complete “SELL OUT” 


Kenneth W. Moore, +: t of the Chicago Title 
and Trust Co., Chicago completed twenty-five 


ir- t ploy ’ 


71ST INF. REGIMENT ARMORY 
MAY 21-23 NEW YORK, N. Y. 


fad Would Like to Thank the Following Exhibitors for 
Their Wholehearted Cooperation That has Made This 


Possible. 


Neme Visible Records, Tne dusper Seating Co 

Addressocraph-Multigrapt: Kee Lox M ifucturing Ce 
Corp Phe Leopold Co 

Alma Desk Co The Me 

Ame Automatic Type Macey-Fowler Co 
writer Co. 

H.¢. Anderson Mimeograph 
Corp 


Marchant Caleulating Machine 
to * ; 
Master Addresser €o. . bnay-obeneiorngy he es 
icbaaengy-teementcesedpam Miles KReproducer Co. Ine ! livision of Remington Rand, Inc., 
Bankers Box Companys ‘ \ 
Monroe Calculating Machine Fourt ve \ k. it Is announced {1 
o 


Scart 
Burroughs Adding Machine 

Chart-Pak, Ine. Murphys Chair Companys 
(lary Multiplier Corp Mortis Geak Co 


Desk Mfc. Co.. Une National Blank Book Co 
i & ‘ 
‘ ——s Ribbon & Carbon The Natican! Cach Reaisier (6 


E. J. Tolle, Jr 
yo sales brat 


National Litho Forms to 
(flice Management 


Commercial Controls Corp 


New Indiana Chair Co 
Incorporated Office Management and 
Thomas A. Edison, Ine Equipment 
Eiliott Addressing Machine iMhiee Pub ns Co 


The Esterbook Pen Co Peirce Wire Recorder Corp 
Tl ' nee | prmomtments t 


Executone, Ine. Pitney Bowes, Ine 


it its orvanizatio 
Velins Tying Machine €o Resnelds & Resnelds. tn 1 need ently by the Burroughs Adding 


Friden Calculating Machine Rockwell Barnes Co Machine Co., Detroit P le ervice branct is beer 
‘ 2 . . 
“5 ed at | tead, | . Y., with G. S. Vicke 


r" iF Koval Typewriter Co xt I, _— 
1 Genera ireprooting (o au 

Security Steel Eauioment Corp ‘ G 
’ - . . 2 rive -or 
(lobe Wernicke Co Shaw Walker man t e g 


e E. Coleman has been name t 


mpany's tlonolul 


- t ‘ F : 
The ray Manufacturing Co The Sikes Co 


— Point Bending A Chair Simplex Time Recorder Co Peterson evz1on rvice 
’ ! 1 


Standard Duplicating ver i t states of To olorado, Indiana, Mis 
wnenanen Corp iri. Nebrast 1a sectio IHinois: John D. Holland, 
Tel Nutocraph Corp 7 : z “ies c : : 
The Todd Companys Jr. © new ‘ : , ‘ a 
International Business Mach Underwood Corporation I 
behets Vietor Adding Machine Co ther appoimtme <« bv the Burrou 
Vistrecord, Ine Ri 
t e of Richard W. Cray as service 
Jasper Desk Co Wood Office Furniture Co R Sand ie : 
Jasper Office Furniture Co Yauman & Erbe Mie. Co i w % J. anc peck - 
es dl ion: David P. Faraudo 
manaver t the mpany's Ment 
George J. Bates, who las | 


ntr it 
Huntington Chair Corporation 
Imperial Desk Co 
Indiana Desk Co 


Val i 7 


t 
Jasper Chair Co 


AL Office Executives and Persons interested in) Scientific 
Office Management are cordially invited to attend. Plan to 
join us in May by requesting admission ticket. now from 
representatives of the companie. shown above or by writing J. Russell Risbey 
to vost Roytvype sales 
Typewriter Co 
NATIONAL OFFICE MANAGEMENT ASSN, 70°00 OO" 

132 W. Chelten Avenue Philadelphia 44, Pa. 
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i Kenneth Moore Is Honored 
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: Ye " 

f Se « shown receivins mvratulations and i wat 
oa, wo Tithe & Trust n the oceasion of the anniversary "sh 
4 x 
“4 (thers in t pieture are Josep J Snvder, vice-president . 

& left. and Horald A. Moore, semor vice-president. H i 
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YOU GET 


he Finest 


WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! tlardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few trail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE 

the world’s finest tor more than 20 
sears! And for greatest satisfac 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER 
Top quality materials and skillful 
watch-like precision characterize 
every detail of manufacture 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, vou ll get bigger 
value. Today... ask your dealer to 
show you the complete ACE line! 


S| 


CHICAGO 13 


ACE FASTEWER CORPORATION + 3415 NORTH ASHLAND AVENUE ~ 


There is no other 
pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


LOW 


eoo* 


at 


ONLY $99.50 


= 
= 
D 


BOARD 


Why DUPLICOPY 
is better at less cost! 


Duplicates up to 00 copies from 
one master sheet at a cost 
as low at Sc. Easy to operate. 


Prints up to 4 colors at one 
time, at no extra cost 


No gelatins stencils 


Prints clean 


inking of 

clear copies 

WRITE: for demonstration, further 
details ov send order. 


DUPLICOPY 


COMPANY, Dept. E 
Chicago 10, Ill. 


224 W. Illinois St. 


Trademark 


TRANSFILE 
TRANSFER FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 


FIBRE 


available on the De Luxe model. Check your 
stock and order today. 
e 3 STYLES e 13 SIZES 


Write for Your Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


February. 1951 


OFFICE MANAGEMENT 


AND EQUIPMENT 


ve 


— — 
; : 2 , eS 
oy ‘et | = de eas ud e 
|“ || aa os Me 
| OR YOURSELE's, af H 
; ees ee | SEE YS or etal cores: Z 
pe aE eee \=- ~~ Copy aves Per . ae 
i : 2 xime ~ 
agit ee jors ot & 14 
i a. ge 4 Co “ ;, YS - 
i ee , j eu . ' . 
. eam ..- <> 
| ae a 
S ha Ea 
, oo . 
= es OO I ns 
Be J rh EEE 
Ss ~ {ee 
- ee —_———— 
: fon he —_ ~— &> 
oF ; 4a «“ Ee ~ 
ue Se oe 
A ee 
pi | SS = 
Se. 2 aan : oe ce ‘ we i oS rn Oe ie) ae a ~ ee ae ‘ 
ee | 2 A a el 


1951 NATIONAL BUSINESS 
SHOW 


the 1951 National Busi 


for WASTED TIME 


Aclose look at your time control 
routine will uncover unexpected 
new possibilities for saving 
wasted time. A skilled Stromberg 
time specialist is available to : ; 

-tresse e meaximur tilizatio t manpower 
help you track down time losses. ee ee a a ee sae n the present national emergency 
Write us for more information. 


Miging director 
ddition to announc 


the 43rd edition « 


(Offwes im ali principal cities.) 


eee e, ee the s| ow a set se : t ‘ exp sition named the advertising 
STROMBERG TIME CORPORATION ot a ong pogeal Bessy many oe agency of i hard | a Fond, Inc., New 
tog taraverte st, Fd new vors 13, w. ¥. With the cooperation of othe ‘ans include extensive use 


ess trade publications, and 


publicity and ad 


t news 
TIME RECORDERS - TIME STAMPS Ness and education will get tog er radio “The campaign will emphasize 
“JO8 RECORDERS «+. CLOCK SYSTEMS at forum sessio > thi ughout the we the great value of tl ! 


1 Show as an 


Here the for manufacturers.” 


x" Vhational +] Fulton 
Sap - MARKING DEVICES 
SAVE 


YOU MONEY 


* BUY - 
NATIONAL EVER POPULAR 
? ° 
Skytint 
COLORED PENCILS 


with fuse-tex 


proces sed leads 


Cedar _King 


OFFICE PENCILS 
nsist Th * 
* 18 eae 


ag tmctns Vlational 


.enh ee 6 OQ 
3 


-* 


have the quality that 
builds repeat business 


Carry a full line of these 
deluxe items 


Prompt Shipment of 
Service and Fulton Daters and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


COMPLETE LINE OF CROWN SELF-INKERS. 
DATERS AND NUMBERERS 


ad ad oS al al oS a ad aS aS at AS oS ot aS as os ss oa oa a 


Write for Catalog 


+ + + + + + & F HF 


Write Us Dave PENCIL COMPANY 


sasmce eo 4 | S0tL£072 MARKING EQUIPMENT CO. 


220 FIFTH AVENUE 
NEW YORK 82 Fulton Street, Elizabeth 1, N. J. 


~~ we we we we ke kw SE : 
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IN THE DAYS OF SAIL 
A SHIP IN DISTRESS FLEW 
ITS FLAG UPSIDE-DOWN AS A 
SIGNAL CALL FOR HELP... 


THE MOST MODERN SIGNAL 
FOR VISIBLE RECORD SYSTEMS 
IS GRAFFCO’S CELLUGRAF 
TO COMMUNICATE INFORMATION 
INSTANTLY CALL FOR ACTION! 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


Wo USE 
LOOKING 
OSCAR.,.. You 
CAN'T SEE My 
PAYCHEEK 
THROUGH THI5 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visibie 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
position to register with only what you want to show on your 
checks. 


Send us check you are now using and we will submit 
sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


a n> Mi ‘ANY. 


a Griginators of “Outlook” Envelopes. Est.1902 
Pe HINGTON BLVD., CHICAGO 7, ILL. 


February. 1951 
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The Binding of t 
OFFICE RECORDS | 


| —at its Simplest and 
| Best with 


| 
_ ACCO FASTNERS | 


| ACCO PRODUCTS, Inc. | 
OGDENSBURG, NEW YORK | 
| 


In Canada: Acco Canadian Co., Limited, Toronto 


, ol 


the best materials . .. they can't help but 
perform better. That's why Heyer Sten- 
cils and 'nks turn out better work with 
consistently higher quality. 
Stencils of Heyer’s famous cellulose for- 
mula and Heyer Inks in rich black or 
seven brilliant colors are correctly mode 
to meet the requirements of your dupli- 
cating machine, regardless of make. 
Clearoscope, Lettering Guides, Styli and 
over 60 other supplies and accessories. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23,U.S.A 
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ip THE “A”’ BOMB strikes 


will your employees die 
Through Ignorance? 


If an Atomie attack warning were sounded new what 


weuld you do? What would your employees do’ You 
have seconds to prepare Wil! it be disaster or survival 
You can't fight the “A” bomb with fear. vou cen fight it 
with knowledge the knowledge vou get in only 20 minutes 


Pattern for Survival gives you and your employees that 


precious 20 minutes of knowledge in a l6omm sound motion 

picture. Produced with the cooperation of the Army, Navy 

and American Red Cross, Pattern for Survival features 

William L. Laurence. noted sci writer of The New 

York Times -the only newspaperman assigned ofheially t 

cover the entire Atomic project 

Pattern for Survival der- nel fright t does offer a 

calm, realistic and factual approach o mt throug 
in’ \temic blast 

Many w kKnewn companies t vl - i) de 

' ws amu the nplos i yop t Phes 
nl ilso made I ily 1 te ' i | ! 

prule yroup. a rypu i provra I 

purpose aer wv added ata sligh - 

bxecutives may see Pattern for Survival at a private sliow 
vy without obligation 

Write or phone today tomerrow i be teo late. iv 

phone Wlseonsin 77-9130) $125 black and white: $200 
Hor, Prepaid 


Marsak Films, suise 616 “1m. susebianss ana 


220 West 42nd St., N. Y. 18 N. Y are only a few 


USE THE WANT AD COLUMNS 


CLASSIFIED ADVERTISING 


Rates are |15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000 If you are considering a 


new connection, communicate with the undersigned We offer the 
1 “ ’ ! t serv ; rs nized sta g and 
The al standards, is individual 
y« levelops overtures without 
on ¥« ~overed and present position 
Wri Bixby, Inc., 292 Dun Bldg., 
«< ew 


QUALIFIED MEN whose 
confidential e ange 10W 


gs have been $3,000 and up This 
19th year t service to bigh-wrade 
men, 1 S$ in individualiz ers-mal service, in opening cuntacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams 
2220 ‘, Grace St Richmond, Va 


x 


specializ 


USINESS ADM r I s. Advertising, Ac nting, Mgt., Mktg 
Retailing, et laster-Doctors Degrees. Colleges-Universities. Salaries 
to $ Cline Te er'’s Ag y. East Lansing. Mick 
Help Wanted—Male 
BRANCH MANAGER WANTED —Leading stee hee furniture manu 
tacturer desires applications from men expe s hee equipment 
t arge national a int ind wit + y t trair rect salesmen 
»M 
Position Wanted—Male 
ASSISTANT SALES—Adyvy g Manag Ov experience 

ealer /dist ¢ sleet OM-S 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
exe ence wag and salar a istration, analysis, evaluation and 
TO SATISFY YOUR WANTS Na ee 
« RI \ PR 
- \ 
To fill a job (permanent or temporary). ' oO 
Need a high calibre man for that specialized 
position / Position W anted—Female 
Would you like to sell or buy used office OMPTOMETER OPERATOR ° 
machines / York, N. 9 . 
t oan 
For Sale or To Buy 
You will find these columns a quick medium aaa 
to solve your problems. Mail-N “ ‘ 
a KARDEX, ACMI ey t i 
t “« ‘ Vice 
. i i New Y N. ¥ j 
See , : > . 
ee listing at the top of this page for rates. RROUGHS, MOON HOPKINS, I Fis Reming Account 
M everything t ‘ line. St i 
A “a Int +t oF e 
\ | I Ss N Y N 
OFFICE MANAGEMENT WANTED—A g machines State mak 
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and Es “rpm enl 
Patent Attorney 
212 Fifth Avenue New York 10, N. Y. 
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Supervisors Association of 


Don't waste hours 
figuring poyroll time — 
fiqure YOUR poyroll in o 
“short time” with “CHART 
TIME” — an amaring time 
calculator chart which 
saves you 75°. time over 
other methods POST- 
PAID, money refunded 
if not satisfied 


cwart (> TIME 
worxs ru [> TIME 
ro save [> TIME 
rourinc [> T]ME 
0) 


« meet Speake 


Isser Human RKelati 


on of New York 
New | 


\ ‘ or apt 


Send $2 for 
CHART TIME 


Gor 2442 Custom Howse 


your copy to 


New Oricon: 16 be 


Are Your Guide Tabs 
BROKEN? 65: icon oir ano 


Unbreakable substitute with 

Spring Jaws ' 
clamp them firm- 
ly to ecards but 
permit removal or 
rearrangement, 
Large openings 
pyroxylin, white 
sink or red 
nsertable labels in perforated strips for typing 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back 
Sold by leading stationers, U. S. and foreign, or sent post 
paid to responsible firms on 30 days’ trial. Price list 

Samples (5 or less) 2 cents each 
102.325 used by Sears, Roebuck & Co. 


CHAS. C. SMITH, Manufacturer Box 805, EXETER, NEBR. 


covered 
blue 


by transparent 
green, yellow, 


“K-LINE” Self-Locking Posts 
as int ry ane POLISHED ALUMINUM 


The most efficient and economical 
binding posts obtainable for use in 
conjunction with various types of 
STORAGE BINDERS 

Lengths: 1, I'/2, 2, 2'/2, 3 and 41/2 

Expansion up to 7!/2 inches 

Extension lengths and Posts with re 
movable heads are also available 
Prices with full details on request 


Western Distributors 
GANE BROS. & LANE, inc 


Canad en 8) stributors 
LUCKETT LOOSE LEAF 
tt Charlotte Street 

Toronto. Ont 


W.R. KLINE CO. 


Brooklyn 9, N. Y. 


A 


140 W. I7th Street ; 
Los Anegles, Calif 


New York 


t ) 


440—73d St. 
none me 
MODEL 


— hANSON 
POSTAL SCALES... 


—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
MODEL Lou 
1530 : 


mail, first class and merchandise by zones. 


t 


Mla 


Capacity 2 Ibs. by | ounce. 
Model 1530— Parcel Post scale, capacity 
25 Ibs. by 1 ounce. Computes postage for 


OFFICI merchandise up to 25 Ibs. 


tructi 


MAN 


( See Your Stationer 


HANSON SCALE COMPANY Ex: 1888 
Chicago 22, Il. 
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Dick Co \ B 
» ( ir Co., I 
Dur ’ ( 
I 
7 t Va Rodak Co 
j Fsterbrook Pen Co. Tt 
F. F 
| Faber Pencil Co.. Ft 
hard 
i 
“ Ferris Business Equipment 
‘ Inc 
Fototy pe Inc 
Fulton Marking Equipment 
Bi Co 
G 
Gavrin Press, dnc Arthur 
J 
General Firerooting Co 
The nd Co 
General Pencil Co 
' Graft Co.. George B 
| Gray Mfg. Co The 
, ; Guide Svstem & Supply 
; It costs very little to seat a pe = Bind 
o 
4 valuable executive in a chair 
: H 
that gives him healthful 
; Hamilion Mfg. Corp 
eS . day-long posture support nmemereilt Paver Cc 
Your Sturgis dealer will Hanson Scale Co 
| ; : Hever Corp.. The 
bring one to your office for 
I 
a free trial 
Imperial Desk Co 
. 5 i ‘ International Business Ma 
Good office seating is an invest- chines Corp 
ment. Bad seating is expensive. Invincible Metal Furniture 
Write for your Sturgis dealer's Co 
name and our stimulating booklet, 
“The High Cost of Sitting”. K 
Kee Lox Mig. Co 
Kellog Switchboard & Sup 
ply Co 
THE @ Kline Co. W. R 


POSTURE CHAIR CO. 


Larsen Associates 
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Outlook | lope Co 
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Plymouth Rubber Co., Inc 
R 


Remington Rand, Inc 

Roberts Rubber Co.. Wel 
don 

Rosenthal Co., The 

Royal Metal Mig. Co 


trd Cove 
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Sanford Ink Co 4 


Sengbusch Self-Closing Ink 

stand Co | 
Sheppard Envelope Co 24 
Smead Mfg. Co. Inc 

The 19, 20 
Smith, Charles ¢ 79 
Standard Register Co.. The 25 
Stromberg Time Corp 76 


Sturgis Posture Chair Co, 80 


I 
fasior Chaw Co.. The 0) 
{ 

Uarco, Inc 22 
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V 

Victor Safe & Equipment 
Co., Inc., The 6 
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Yawman & Erbe Mfg. Co 4 
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TIME hardly touches long-wearing 
Royal Furniture because Royal takes 
the time to bring you the very best! 


Royal takes extra time to bring you steel furniture of enduring beauty 


THIS MAN is an artist with a piece of steel. His 
touch is gentle... yet firm as a vise. His eye 
is sensitized to the proper glint and glisten of 
fine plating. His job is one of the many indi- 
vidualized EXTRA finishing touches that go 
into the making of distinctive Royal furniture. 
TODAY, with much of our production devoted 
to defense needs, and civilian demand as keen 
as ever .. . we could eliminate some of our time- 
taking extra operations. But we never will. It’s 
the added buff and polish... the additional dip 
and rinse in plating .. . the extra care in stamp- 
ing, stuffing, springing ...that make the big 
Quality Difference you’ve come to know as Royal. 


IF YOU NEED metal furniture and cannot wait 
for Royal’s extended deliveries, may we suggest 
you investigate the lines of our worthy com- 
petitors. Many of them make products of good 
quality which we recommend. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING CO. 


175G NORTH MICHIGAN AVENUE, CHICAGO 1 


New York « Los Angeles + Michigan City, Indiana 
Worren, Pennsylvania + Preston and Galt, Ontario 
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You'll like the convenience ot 
these Underwood Corporation 


PULL-FREE Pencil® Carbons. 


Thes’re strong and densely 
coated eee make clear, legible 
COptes,. They're smudge resist- 
ing and long lasting, too. And, 
there’s no annoving sticking 
... they come loose easily and 


instantly. 


It will pay you to. specify 
Underwood Corporation 
PULL-FREE Carbons for a// 


pencil carbon applications. 


CORRESPONDENCE CARBON PAPERS. . . made in 5 complete lines 
in different paper weights and coatings to fit individual 
requirements. Also Carbon Rolls tor specific use on U nder- 
wood Elliott Fisher and Underwood Sundstrand, and other 
types of Accounting and Billing Machines 
RIBBONS .. . for every need especially designed tor long 
lite and strong impressions. Made in a variety of colors 
MIMEOGRAPH STENCILS extra tough and tear resistant. Velvet 
finish tor better visibility sharp, clear reproductions 
HECTOGRAPH CARBONS tor beautitul, sharp masters. Elimi- 
nate unsightly stains on hands and clothing. 
MIMEOGRAPH INK - manutactured to allow for clean, sharp 
copy . to minimize offset and show through... will flow 
smoothly and distribute evenly. 
To help good office machines do their best work, 
insist on the Underwood Corporation Supp'y Line 
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